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Financial and Controlling

Procurement

MWR/VQ:

Manual purchase requisitions will be created at the activity level, including the
approval process and will be forwarded to the regional office for processing into
the SAP system.

Purchase orders (PO) will be prepared using the SAP system, signed by the
Contracting Officer and forwarded to the vendor for processing. Copies of the
purchase orders will be forwarded to the requesting activity and receiving agent.

Receiving information must be documented on the purchase order. Each line will
be reviewed and a notation made to indicate quantity received.

Upon completion of receiving products/services, the document (purchase order)
will be signed by the receiving agent with a receiving date noted. This document
will be immediately forwarded to the regional accounting office for processing. If
the receipt of shipment is a partial receipt, a notation should be made. Any
invoices or delivery slips that may be received with the merchandise should also
be forwarded to the regional accounting office.

The basic procurement steps for goods and services are:
Vendor master records must be created before a PO can be entered.
Manual Purchase Requisition
- Always created manually for MWR and VQ and follow the standard
MWR/VQ business processes
- Created for all purchase orders
Approved Manual Purchase Requisition
- Are subject to financial authorization by the appropriate delegated
authority
- Monitoring of purchase requisitions is, and will continue to be, a
manual process
Purchase Order
- Approved Manual Purchase Requisition is entered by a procurement

clerk into SAP to create a purchase order
- Monitoring of purchase orders will be an SAP process
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Procurement
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z Manual Purchase Requisition Required

/ Note: This is a manual process

Approved Purchase Requisition: The completed form (with proper approval) is
forwarded to the regional accounting office by the Requisitioning Officer when a
new Purchase Order is required.

Goods Receipt

- In MWR and VQ, goods receipts must be confirmed by the
requisitioning officer prior to the goods receipt/PO form being
forwarded to the regional MWR central accounting office.

- Goods receipts are entered into SAP at the regional MWR central
accounting office by the accounts payable clerk.

- Goods receipt must match the purchase order.

Invoice Verification

- Invoice verification (entry of vendor PO-related invoices) will occur in
the regional MWR central accounting office

- Vendor payment is always based on vendor invoice matching the
goods receipt

- The invoice is usually entered into SAP by an accounts payable clerk

4 Procurement
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Three-way Match Overview

Procuring items done on a SAP purchase order is part of the three-way match process. In
order for a purchase order to be paid, three things must occur:

Step 1:

The Procurement Technician must create the purchase order in SAP. In this step there is
no accounting impact, although PO items are coded to the appropriate general ledger
account, cost center, or asset.

Step 2:

The Accounts Payable Clerk/Receiving Agent must enter a goods receipt (GR) into SAP.
In this step, the goods receipt will match up the information that was entered on the
purchase order. If this is a partial shipment, the clerk may modify the quantity, which
will leave the GR open until the rest of the shipment is entered. The General Ledger is
automatically updated with the postings made to the general ledger, cost center, or asset
account. The offsetting posting is made to a new account called the Goods Receipt/
Invoice Receipt (GR/IR) clearing account. This is known as the accrual liability account.

Credit GR/IR 201010
Debit An Expense Account [(701000 (Supplies), 151000
(Inventory), 1710000012 (Asset) Vehicle]

Step 3:

The Accounts Payable Clerk receives the invoice. Invoice Verification is the last step of
the three-way match process. Transaction MIRO is used to enter the purchase order
number and verify that the amount of the PO that appears on the screen is the amount
being invoiced. MIRO must match what was entered at the purchase order level and
goods receipt. You are authorized within AIMS/SAP to accept an up to a 5% variance
between the price listed on the purchase order line item and the price appearing on the
invoice from a prime vendor except if the invoice relates to an asset purchase. No
price variance is authorized for any other vendor invoice. A price difference between
the purchase order and the prime vendor’s invoice that is greater than 5% requires a
purchase order modification (this necessitates a return to the Procurement office).

The following entry is posted, once the invoice is saved.

Credit To the vendor “4/XXX” which in turn credits the correct
GL account (201000/206000)
Debit 201010 - GR/IR Clearing Account

Procurement 5




Financial and Controlling

z Vendor Master Data

This chapter discusses the process of creating a vendor master record as well as changing
and displaying an existing vendor master record. Screen layouts vary depending on the
account group assigned to the vendor. The Account Groups established for Morale,
Welfare and Recreation and Visiting Quarters are:

Account Group | Description Number Range for Account
Numbers
CUSD Petty Cash/Change/Unit Fund | 1000000000 to 1099999999
Custodians
EMPL Employee Vendors 2000000000 to 2099999999
PRRF Prize Winners/Refundees/FCC | 3000000000 to 3099999999
TRAD Trade Vendors 4000000000 to 4099999999

Vendor master records are comprised of at least two and up to three components:

General
Company Code
Purchasing

The General component of the master record stores information that does not change
depending on the company code (base/fund). This includes the vendor’s name, address,
and bank details.

The Company Code component includes information such as the g/l reconciliation
account, payment terms, and allowable payment methods. These two components must
exist for all vendors.

The Purchasing stores information for use with purchase order, such as order currency
(always USD) and delivery terms. Trade vendors will be the only types of vendors that
will have this third master record component maintained. All other types of vendors will
not be issued with purchase orders.

There are two types of vendors:

Trade
Non-Trade

Trade - Trade vendors will be created by headquarters. The account group that belongs
to this type is TRAD. These vendors are usually used for procuring items.

Non-Trade - Non-trade vendors will be created and maintained locally by the MWR or
VQ. The account groups that belongs to this type EMPL, PRRF, and CUSD. Examples of
non-trade vendors are employees, custodians, family child care providers, refundees,
prize winners and unit funds.

6 Procurement
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z Vendor Master Data Request Form

/This is a Manual Process

Trade vendors will be centrally created and maintained by MWR HQ.

Requests from the field for new Trade vendor creations (or changes) must be submitted
via email, fax or phone on the Vendor Master Data Request Form (see below) to the
Procurement Clerk/Accounts Payable clerk (Point of Contact-POC). The POC should
review the completed form. Once the POC has reviewed the information & checked for
duplicates, the request should be forwarded to headquarters to enter into SAP.

A request for a new Trade vendor should be submitted when bases/funds begin to procure
goods and services from vendors that have never been used before. TradeVendor master
records must exist in order for purchase orders to be created using that vendor. This form
(see below) should be completely filled out (all fields noted as "required" must be
completed when requesting a new vendor master record is created - failure to completely
provide this information will prohibit the vendor record from being created!)

The Vendor Master Data Request Form (see below) is also used for the creation of or to
make changes to Non-Trade vendors. The form must be submitted via email, fax or
phone to the Procurement Clerk/Accounts Payable clerk (Point of Contact-POC). The
POC should review the information and check for duplicates on the completed form
before entering the new or updated information into SAP.

Procurement 7
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VENDOR MASTER DATA REQUEST

YOUR EMAIL ADDRESS HERE | 1

MWRA/Q COMPANY CODE: | 1015 MR NTC GREAT LAKES [~]
Additional Company Codes: |
MWRAQ POC: | |  POC PHOME NUMBER: | |
ACTIONS
’7 & rew ) CHAMGE ) DELETE ¥ BLock O UNBLOK

AIMS ASSIGNED VENDOR NUMBER: | |

YENDOR NAME

ACCT GROUP | [*]
SEARCH TERM | |v|

YENDOR REMITTANCE ADDRESS:

Street: |
fip Code:
City:
State: AL BLABAMA, =1
Phone Number:
FAX, Humber:
SSH: | (1099 Vendors - individual= anly)

1099 Code: [~1]

TIN/EIN: (1093 vendors - corporadions)

BANK INFORMATION [unless waiver has besn granted)
Bank Name:

Bank Routing No.: | [ABA Number- 9 digits OMLY)

Bank Account No.:

Type of Account: Iv I [ Checking or S=vings]

Bank Account Hame:

RE CONCILIATION ACCOUNT: | Ad|

PAYMENT TERMS: [ Ad|

PAYMENT METHOD: l:EI [EFT unless waiver has been granted)

CORBESPONDENCE INFORMATION:
MWRA'Q Account Number wWendor:
MWHAMQ POC Hame wWendor:

POC FAX Number:

POC E -mail Address:

Partner: Yendor Humbenr: I:Partner Function: | EI
PLEASE EMAIL TO: vendors ersnet.n il

8 Procurement
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z Vendor Categories/Groups

The categories listed below are to be used to identify each vendor for the purpose of
"searching". The "search term" can be used to search through the database of vendor
master records and locate a vendor that belongs to a certain category/group. These
categories selected for each vendor should closely represent/or identify the type of vendor
or type of product procured through the vendor. The following search terms have been
identified (note the abbreviation in BOLD type represents how the search terms will be
keyed into the AIMS system and is a standardized abbreviation to be used in all cases):

1. TRAD (TRADE)

F & B (food & beverage)

REC EQUIP (recreation equipment/rec resale items)

SUPPLIES (office, custodial and operational)

CONTRACTOR (aerobics instructors, officials, dance instructors, Tackwando
instructors, etc.)

SERVICES (e.g. water delivery, plant maintenance, etc.)

ITT PREPD (ticket vendors, tour operators, bus companies, hotels, travel agencies, etc.)
ITT CONSGN (ticket vendors, tour operators, bus companies, hotels, travel agencies,
etc.)

UTILITIES (e.g. telephone, cable, internet, cellular pager/phones, etc.)
PERIODICAL (magazines, subscriptions to newspapers)

AMENITIES (VQ only)

2. EMPL (EMPLOYEE)

EMPLOYEE (handwritten payroll or travel)

3. PRRF (PRIZE WINNERS, REFUNDEES, FCC, OTHER)
CUSTODIANS (Citibank only)

REFUNDS

PRIZES (for prizes such as tournaments, races, contests)
FCC (for FCC providers/Child Development Home Professionals)

4. CUSD (CUSTODIANS)

CUSTODIANS (petty cash /change fund)
UNIT FUNDS (commands and/or ships)

BOLD denotes the TEXT portion of the category we will use to encode the search term
(abbreviated) into SAP. We only have a limited amount of space in the search term field
so use the letters in BOLD to fill out the search term field - REMEMBER ALWAYS
USE CAPITAL LETTERS!!
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Vendor Creation Process

\
/

or Travel Advance

Contracting Officer

Procurement Technician Technician
Site Manager

<4+
Non-Trade Vendors (Refundees,
Custodians, Prize Winners,
Employees)
Accounts Payable

Regional Business Office Technician
Vendor Point of Contact

Trade Vendors

| | O
[ |\
v
T;Wﬂ‘ T
o | o |

Headquarters
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z Create Vendor Master for Non-Trade Vendors (Custodians, Employee
or Prize/Refundee/FCC Vendors)

Reminder: Non-trade vendors will be created and maintained locally by the MWR or
VQ fund.

The following transaction should only be used for creating Custodians, Employees, Unit
Funds or Prize Winners/ Refundees/FCC vendors. This process should NEVER be used
for Trade Vendors

Requests for Non-Trade Vendors should be entered on the actual Excel vendor request
form and emailed to the Non-Trade Vendor POC.

Creating Non-Trade Vendors:

NOTE: USE ALL CAPS WHEN ENTERING DATA

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING >ACCOUNTS
PAYABLE > MASTER RECORDS > CREATE

Transaction code: FK01

Screen 1: Create Vendor: Initial Screen

Field Description/Usage
Vendor Leave this field blank for account group CUSD and PRRF
as the system will automatically assign an account number
for the new vendor.

For account group, EMPL, the vendor number will be
externally assigned. The number will be a ten (10) digit
number ALWAYS BEGINNING WITH "2" in the
following format:

2 XXXX 0 XXXX
CoCode ADP Employee File Number

For an employee at Mayport (1019) with a employee file
number of 1421 should be encoded as: 2101901421

When creating a GS employee vendor. Start with 99999
as your first GS Vendor and work your way back. Make
sure you do a search to see which was the last GS
employee created. EX: MWR Norfolk (1353).
2135399999, the next GS employee would be
2135399998, and so forth and so forth.

Procurement 11
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When the HR module is implemented, the creation of
employee vendors will become automated. Employee
vendors will be automatically created through a program
that accesses HR (human resources) data.

Company code Enter the company code for the base/fund in which the
vendor should be initially created.

Account group Enter the account group CUSD for Petty Cash; Change
Fund and EMPL for Employees or PRRF for Prizewinners /
Refundees/Family Child Care Providers, Citibank AO’s.

Press the [Enter] key or use the green check mark icon. @

Yendor Edit Goto  Extras  Environment  System Help

& Bl H I €@ 0 EE D00 EE G b

Create VVendor: Initial Screen

Yandor
Company code 1094 WMWR COMMAYREEG, NE
Account group PRRF
Feference
Yendar

Company code

Screen: Create Vendor: Address

12 Procurement
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Field | Description/Usage
Address:
Namel | Name of vendor

Search Terms:

Search Term 5
(used for
Non-Trade
Vendors)

ACCT GROUP SEARCH TERM ALLOWED
CUSD CUSTODIANS
UNIT FUNDS
EMPL EMPLOYEE
PRRF CUSTODIANS
PRIZES
REFUNDS
FCC

If different terms are entered, SAP will not allow you to create
vendor, please note exact spelling is necessary.

House address:

House no Leave blank

Street Street address of vendor (including Suite and Building number)
Ptlcd Zip code

City City

Region State code

Country US
Communication:

Language EN (English)
Telephone Telephone, if any
Fax Fax number, if any
E-mail Email address, if any

Press the [Enter] key or use the green check mark icon.

Procurement
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I IQE EHE ODO0 BE @

Create Vendor: Address

GCHCRRMM INTERNAL |

3| |3 Frovew | 8

Mame

Mame MARY SWITH

Search terms
Search term 152

Street address

House hosstreet 1555 FIRST 5T
CityiState/ZIP Code NEWPORT RI 02841
Country us  Usa Rhodelgland [

Communication

Language English ] Other cornmunication...
Telephone (401) 841-2833 -

Fax -

E-mail

/ Note: If you enter a fax number for a vendor who has EFT information be sure to
click on the green arrow and fill in “EFT FAX” under the comments column.

Screen: Create Vendor: Control

14 Procurement
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| Field

| Description/Usage |

Tax Information: Use only one

Tax code 1

Individual tax code (SSN number) — IMPORTANT FOR BINGO
PRIZE WINNERS WHERE ONE BINGO GAME WINNINGS TOTAL
OVER $1200.00. ALSO IMPORTANT FOR FAMILY CHILD CARE
PROVIDERS WHERE A SUBSIDY OR USDA IS PAID!!

Wendor  Edit

Goto  Exras  Environment  System  Help

B dEICE® SHE ATas HE @0

Create Vendor: Control

d B

Wendar

INTERMAL MARY SMITH HEWPORT

Tax information
Tax code 1
Tax code 2

440-78-3282

I Press the [Enter] key or use the green check mark icon.

&

Warning: Data accuracy for the next section of information is very important. Enter all
information exactly as described below. If the EFT data file does NOT function properly
for a particular vendor, always check that the master data stored in this section is
accurate, this is the most likely cause of EFT data file failures. Note that the fields
marked, as mandatory below are not actually mandatory in the system and it will not be
enforced by the system. In fact, all bank details fields are optional (to allow vendors
without EFT capability to be created). However, if utilizing EFT (for employee vendor
type) you MUST complete all fields identified as required for the EFT payment program
to work properly.

Screen: Create Vendor: Payment Transactions

Field | Description/Usage

Bank details:

Ctry US — Country of origin

Bank key Enter the routing number for the bank account. This routing number must

be ACH compatible. The system will validate the bank key enter against a
table of valid values.

Bank account

Bank account number. REQUIRED

Acct holder Vendor’s account name REQUIRED
CK 01- Check account; 02 — Savings account (important for EFT) REQUIRED
BnkT Leave this field blank at all times.

Procurement 15
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Reference details | Enter CTX in this field. This specification is VERY IMPORTANT.

Without this the vendor will NOT get paid

CollectAut.

Leave blank

Name of bank

System will default the bank name in this field when you hit enter.

Payment transactions:

Alternative Payee | Leave this field blank

Wendor Edit Goto

Extras Environment Systerm  Help

(V] B dH e EHE Do BE @
Create Vendor: Payment transactions
E B
Yendar INTERNAL MARY SWITH NEWPORT
Bank details
Ciry|Bank key Bank account Acct holder C.|BnkT|Reference details C.|Mame of bank |E|
Us 256074974 2289795708 MARY SMITH a1 CTX [ lMaw FCU WHIDBEY 1S
L]
[
L [«]
O -]
K] [ |[[]
| Bankdata.. |Eh  Del bk detail
FPaymenttransactions
Alternative payee [%

Press the [Enter] key or use the green check mark icon.

Screen: Create Vendor: Accounting Information Accounting

Field

| Description/Usage

Accounting Information:

Recon. The valid reconciliation accounts for custodians, unit funds,

account employee and prize winners/refundee vendors is 201000
Payables.

Sort key Leave this field blank.

Withholding tax: NOTE: IF accounting group is CUSD this section will not

appear.

W. tax code Enter the withholding tax code for those vendors that are subject to
1099 reporting. The tax codes that appear in the search help list
represent 1099 reporting categories.

Prizes, awards (used for Bingo)
07 Non-employee compensation

Exemption If the vendor is normally subject to 1099 reporting, but has an

number exemption certificate, enter the certificate number in this field.

Valid until Enter the exemption certificate expiration date.

Reference data:

Prev. acct no | Leave blank

Press the [Enter] key or use the green check mark icon.

&
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Yendor Edit Goto Estras  Environment  Systerm Help
& BB @R CEHE BTO EE @
Create Vendor: Accounting infonmation Accounting
E &
Wendor INTERMAL MARY SMITH NEWPORT
Company code 1094 MR COMMAYREG, ME

Accounting information

Recon. account 201000 Sort key

Withhalding tax

W tax code 03 Exemption number
Witk T oty Walid until
Recipient type Exmpt. authority

Reference data
Prev.acct no.

Screen: Create Vendor: Payment Transactions Accounting

Field | Description/Usage
Payment data:
Payment terms Enter payment terms code in this field.

Tolerance group Leave this field blank

Chk double inv. Always flag this checkbox, as this will activate duplicate
invoice checking during invoice entry. The system will
determine whether a duplicate invoice exists by checking the
reference document number (vendor’s invoice number) against
existing values for that vendor.

Automatic payment transactions:

Payment methods | If bank details for the vendor have been maintained (i.e. the
vendor has provided EFT details), enter payment method “T”
(EFT) in this field. If the vendor is still to be paid by check,
enter payment method “C*“(Check).

Individual pmnt Leave blank
Payment block Leave blank
Grouping key Leave blank

Pmnt meth. supl. | Leave blank.

Press the [Enter] key or use the green check mark icon. g

Procurement 17




Financial and Controlling

Wendor Edit Goto Environment Systerm  Help
& BdEICER CEHEB DTOH0 RAE @ M
Create Vendor: Payment fransactions Accounting
e =
Wendor INTERNAL MARY SMITH NEWPORT
Campany code 1094 MR COMRAYREG, ME

Payment data
Fayment terms W1 Tolerance group
Chik double iy,

Automatic payment transactions

Payment methods T| @ Payment hlock Free far payment
Individual promnt | Grouping key
Prmnt meth.supl.

Screen: Create Vendor: Correspondence Accounting

Field | Description/Usage

Correspondence:

Acct w/ vendor Enter MWR’s account number with the vendor if available.

Clerk at vendor Enter the name of point of contact at vendor.

Act.clk tel.no. Enter the contact’s telephone number

Clerk’s fax Enter the contact’s fax number.

CIrk’s internet Enter the contact’s email address.

Account memo Enter a memo regarding the vendor’s account contact
information if desired.

18 Procurement
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Wendor Edit Goto  Exiras  Emwvironment  System  Help

& 2l B SO SEHE OTOO8 RE @
Create Vendor: Correspondence Accounting
[
Wendor INTERNAL MARY SMITH NEWPORT
Company code 1094 MWE COMMNAYREG, NE
Carrespondence
Acctwivendor

Clerk atvendar
Actclk tel.no.
Clerk's fax
Clrk's internet
Account mema

]
To save the vendor master records you have just created, click on )

The system will issue the vendor’s new account number in a screen message.

Infarmatian

YWendar 000006650 wasz created in campany code

o 1094

w? ]34 Help

z Change the Vendor Master

This procedure enables values of certain fields to be changed on the vendor master
record.

Custodian/Employee/Prize Winner Vendors (Field)

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > MASTER RECORDS > CHANGE

Transaction code: FK02

Procurement 19
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Screen: Change Vendor: Initial Screen

Field Description/Usage

Vendor Enter the vendor account

Company Enter the company code for the base/fund in which the vendor is to
code be changed

Select all boxes by clicking on the green page icon on the left top corner

(B =3 | 30 3 453 23 | B 2] | ) [

Change Vendor: initial Screen

3000006658 [

-1994

General data
Address
Control

Payment transactions

Campany code data
Accounting info
Payment transactions
Carrespondence

[] wwithholding tax

&

Press the [Enter] key or use the green check mark icon.
Make the required changes by over-typing the existing information or adding new details.

g .

To save the changes click on the Save icon

20 Procurement
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z Display Vendor Master Record for Non-Trade Vendors

/ The following procedure is used to display a vendor master record for Non-
Trade Vendors

NOTE: Please keep in mind that social security and tax identification information, as
well as bank account data is sensitive information. Treat this information with care and
be sure access to such information is limited.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > MASTER RECORDS > DISPLAY

Transaction code: FKO03

Screen.: Display Vendor: Initial Screen

Field Description/Usage
Vendor Enter the vendor account number
Company code | Enter the company code

Select all boxes by clicking on the green page icon on the left top corner.

Z| 00 uiH @ CHE DDO0 PR @
Dispilay Vendor: initial Screen

3000006650 [a)
1094

General data
Addrass
Cantral

Payment transactions

Coampany code data
Accounting info
Payment tranzactions
Correspondence

[] withholding tax

Procurement 21
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&

Press the [Enter] key or use the green check mark icon.

View existing vendor information.

@ .

To exit, click on

/
4 The following procedure is used to display a vendor master record for Trade
Vendors

z Display the Master Record for Trade Vendors
Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > MASTER RECORDS > MAINTAIN CENTRALLY > DISPLAY

Transaction code: XKO03

Screen.: Display Vendor: Initial Screen

Field Description/Usage

Vendor Enter the vendor account number
Company code | Enter the company code

Purch. Purchasing organization is always 2000.
organization

Select all boxes by clicking on the green page icon on the left top corner.

&

Press the [Enter] key or use the green check mark icon.

22 Procurement
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| 000 30 H e LHE 0NN BRI @
Dispiay Vendor: Initial Screen

4oo0a00087] (@)
1094

-EEIEIEI

General data
&ddress
Contral
Fayment transactions
Contact Persons

Company code data
Accaunting infa
Faymenttransactions
Correspondence

[] withholding tax

Furchasing organization data
Purchasing data
Partner functions

@ .

To exit, click on

z Display Changes Made To Vendor Master

This procedure is used to display changes made to fields on the vendor master. The
system logs all changes to master records, including what was changed (e.g., old and new
values); user changes; and dates and time the change was made. This provides a
complete audit trail.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > MASTER RECORDS > DISPLAY CHANGES

Transaction code: FK04
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&

Enter vendor number and click

The change record for the vendor master record is displayed.

@ .

To exit, click on

z Block/Unblock Vendors

This system task is used to block or unblock vendors for posting. Blocking a vendor
refers to the process where a restriction can be placed on the vendor to prohibit payment
from being generated (no matter the due date requirements). This process can be used in
cases where there may be a dispute or disagreement with a vendor or in cases where
follow-up is required on the open item and payment should NOT be made until the
investigation is complete.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > MASTER RECORDS > BLOCK/UNBLOCK
Transaction code: FKO05

Screen: Block/Unblock vendor: Initial Screen

Field Description/Usage

Vendor Enter the vendor account number to be blocked or
unblocked for posting.

Company code | Enter the company code for the base/fund in which the
vendor is to be blocked or unblocked for posting.

Yendor Edit Goto  Bgras  Enwironment  System Help

G BdH GO EERE S0A8 EE @b

Bilock/Unbiock Vendor: initial Screen

Yendor 1888081 397] @COCA COLA MORTH AMERICA {LISA)
Caompany code 1094 MWE COMRAYREEGS, HE

&

Press the [Enter] key or use the green check mark icon.
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Screen: Block/Unblock Vendor: Details Accounting

Posting block: Description/Usage

All company Flag this indicator to block postings to this vendor in all
codes company codes (bases/funds).

Selected co. Flag this indicator to block postings to this vendor in the
code company code specified on the previous screen. MWR

FIELD USERS CAN ONLY BLOCK VENDORS IN
THEIR OWN COMPANY CODE!!!

Wendor Edit Goto Estras  Environment  System Help
& 240 o SHE DDLOD BE @m
Block/Unbiock Vendor: Details Accounting
=
fjendor: 1000001397 ANGELA MCCOMKEY NEWPORT
Company code 1094 MWR COMMNAYREG, ME

Fosting block
[ Al company codes
[ selected ca. code

im

To save the changes click on the Save icon

z Mark Vendor for Deletion

Prior to deleting a vendor, ensure that there are no open transactions on the account. A
vendor to be marked for deletion should have previously been blocked for posting, in
order to prevent new open items being posted to the vendor sub-ledger. This procedure
only marks the vendor master record for deletion; it does not actually delete the record
from the database. The archiving process will search for all vendors marked for deletion
and purge them from the database (after making the suitable archive file). The archive
process will not purge any vendor master record that contains open items against it.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
PAYABLE > MASTER RECORDS > MARK FOR DELETION

Transaction code: FKO06
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Screen: Flag for Deletion Vendor: Initial Screen

Field Description/Usage

Vendor Enter the vendor account number to be deleted

Company Enter the company code for the base/fund in which the vendor
code is to be deleted

Wendor Edit Goto  Extras  Environment  Systerm Help

& 2/dHISEQ SHE ODo0 BE @0
Fiag for Deletion Vendor: Initial Screen

Yendar 1RE0EE1397 @ANGELA M COMNKEY
Campany code 1094 MR COMBMAYREG, ME

&

Press the [Enter] key or use the green check mark icon.

Screen: Flag for Deletion Vendor: Details Accounting

Field | Description/Usage
Deletion flags:
All areas Flag this indicator to mark this vendor for deletion in all

company codes (bases/funds).

Selected company codes | Flag this indicator to mark this vendor for deletion in the
company code specified on the previous screen. MWR
FIELD USERS CAN ONLY MARK FOR DELETION
VENDORS WITHIN THEIR OWN COMPANY CODE!!

Deletion blocks:

General data Leave blank

Selected company coed | Leave blank
incl. General data
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| 000 i@ Ieee SHE fDLn HE @6
Fiag for Deletion Vendor: Details Accounting

_1EIEIEIEIEI139T
-1EIEI4

Deletion flags
[] & areas
[] Selected company code

Deletion hlocks
[] General data

[ Selected company code incl. general data

a

To save the changes click on the Save icon
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STEP 1 OF THE THREE WAY MATCH PROCESS:

z Create Purchase Order (For Inventory, Supplies, Services, Prepaid
Tickets, Consignment and other “Stock” Inventory)

This transaction should be used for creating perishables/services/consumables and
prepaid/ consignment item purchase orders.

Menu Path:

LOGISTICS > RETAILING > PURCHASING > PURCHASE

ORDERS > PURCHASE ORDER > CREATE > VENDOR KNOWN

Transaction Code: ME21

Screen 1: Create Purchase Order: Initial Screen

Field

Description/Usage

Vendor

Enter the vendor account number for which the purchase
order will be issued. Note that if the vendor has never been
used before, a vendor master record must have already been
created. MWR HQ will create vendor master records on a
request basis.

Order type

Enter order type NB for Purchase Orders under $25K, or enter
order type NA for Purchase Orders over $25K

Purchase order date

Enter the date for the purchase order.

Purchase order

Leave this field blank. System will assign a purchase order
number automatically.

Organizational data

Purch. organization

Always use purchasing organization 2000, which is the only
valid MWR and VQ Purchasing Organization.

Purchasing group

Enter the appropriate purchasing group

Default data for items

Item category

Leave blank

Acct assignment Cat.

Enter one of the following necessary account assignment

category:

K — Cost center procurement (used for non-asset based
procurement)

S — USA Program (used to identify those items to be USA’d)

F — Internal order and cost center procurement (used when
procuring for a special event that will be tracked using an

internal order)
A - Asset (see section on creating PO for Assets)

Delivery date

Enter the desired delivery date.
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Site Enter the site code for which the requisitioned items are being
procured.
Storage location Leave default numbering

Merchandise category | Enter the appropriate merchandise category for the items
being procured:

2050001 TEXT RENTALS

2070001 TEXT SUPPLIES/SERVICES
Acknowledgement Check this indicator if each purchase order item is to be
reqd acknowledged by the vendor.

Press the [Enter] key or click the green check mark @ to continue.

Purchase order Edit Header Item Environment

System  Help
& B H &S E G D4R | EE G
Create Purchase Order : Initial Screen

243 0] [ Reftocontract [[] Reference to RFQ

Wendar A0A0EAOZ294
Cirder type WE
Purchase order date 0141542003

Purchase order

Qrganizational data
Furch. arganization 2aag
Furchasing group 271

Default data for items

Iltern category

Acctassignment cat. K
Delivery date 0 B2o103
Site 4091
Storage location aEET
Mdse categary 207001

{ | Acknowledgrment reqd |
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Screen 2: Create Purchase Order: Header Data

Terms of delivery
and payment

Description/Usage

Payment terms

This field comes in automatically from the vendor master
record. However, it may be changed should there be an
exception to the purchase order being created.

Paymentin %

Enter special payment terms given to a particular purchase
order.

Paymentin %

Enter special payment terms given to a particular purchase
order.

Payment in / Days Enter the days that the net amount needs to be paid in under a
net special set of payment terms.
Incoterms This field represents shipping terms. Shipping terms

normally used “free on board - destination”(FBD) or “free
on board-shipping point” (FBS). The second field should
be used to define the BASE location of the delivery
destination (i.e. Naval Station XYZ)

Reference data

Quotation date

Enter the date the quotation was given if applicable.

Quotation

Enter the number of the quotation if applicable.

GSA/AFNAFPO no.

This field is used for AFNAFPO contract number or GSA
contract number.

For AFNAFPO enter all of the alphanumeric digits following
the “F”, excluding the dashes. The PO will automatically print
the “F”. Ex: if AFNAFPO is F41999-98-D-6012, you would
enter 4199998D6012 (all digits except the “F” and the
dashes)

For GSA enter all digits excluding the dashes. Ex: if GSA is
GS-35F-0001G, you would enter GS35F0001G (all digits
except the dashes)

This field is required. If you do not have a GSA/AFNAFPO
number you must enter a period. Do not enter any other
information in this field.

PIIN

Enter the 16 digit PIIN number including dashes. Ex:
HDQMWR-02-M-0001

This field is required. If you do not have a PIIN number you
must enter a period. Do not enter any other information in
this field.

Requisitioner

Enter your own name or the Requisitioning Officer (Activity
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Manager)

Telephone

Enter your telephone number or that of Requis. Officer. The
number should be in the following format ALWAYS (901)
685-9696.

Purchase order Edit Header Iterm  Efwironment System  Help

Bd B ead SEEI DD a EE @

Create Purchase Order : Header Data
et S e

Furchase order Company code 1094 Furchasing group 271
Document type MEB Furch. organization 2000
Yendaor 4000B00Z294 OTIS SPUNKMEYER IMNC

Administrative fields
FO date A1i16/ 2003

Terms of delivery and payment

Paymentterms Yoas Currency usD
Fayment in Days £

Fayment in Diays % Incoterms FBD
Fayment in Diaws net

Reference data

Quotation date Quotation

GEAAFMAFPO no.  GSA125365 Pl MAFMPT-02-M-0001
Requisitioner SWARMNER Telephane a0t 8?4—2253|
Suppl. vendaor Invaicing party

Press the [Enter] key or click the green check mark g to continue.

Screen 3: Create Purchase Order: Item Overview

Field Description/Usage
Article Leave blank.
Short text Enter the appropriate reference short text description.

PO quantity

Enter the appropriate number of items ordered.

OUn

Order unit (i.e. EA for each)

Deliv. date

If you selected a delivery date in the document header, the date will carry
over to all line items. If not enter date of delivery, or system defaults today’s
date.

Net price Enter net ordered price
Per Value specifying for how many units of the OPU (order price unit) the price
1s valid.
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OPUn Order price unit. Order price units and Order units are often identical.
However, you may purchase items that are priced (for example) by the case,
but are purchased by individual unit. In these instances, you will be
prompted to provide the system with a conversion of the individual unit to
case. For example, you may buy wine by the bottle, but it is priced by the
case — you must provide the conversion amount of bottle to case (usually 12
bottles to a case).

R (Returns) Check this box if the item is being returned to the vendor.

Free Check this box if the item is of no cost. For example if a vendor offers a
“Buy ten get one free” special, ten items should be purchase on one line and
the free item should be on another line and checked as Free.

BAE @@ DHE DL BEE @m
Create Purchase Order ; ltem Overview
REROTE G &D B E & DB R B Actassis &5 d B &

Purchase order Order type NB PO date o1¢15/2003

Wendar 4AARAOB294 OTIS SPUNKMEYER IRC Currency UsD

PO items
ltern (I |A |Aricle Short text PO quantity OlUn |G |Deliv. date  |Met price Fer OF _|Mdse cat |Site D |R Fres
1 K SUGAR COOKIES 12)Ca% D [B2/01/2003 10.54af1 CLS (2070081 4091 | [E‘
2 K CHOC CHIP COOKIES 16[CAS D [B2/01/2003 12,540 CLS (2070081 4091 | [E‘
3 kK D |p2so1/2003 2ao7oont 4091 O Oy
4 K D |Bzso1/2003 2070001 4091 O O
5 K D |Bzio1/2003 2070001 4091 O O
1] K D |pzio1/2003 2070001 4091 O O
7 K D |@2:01/2003 2O07OE01 4091 O O
i K D |@2so1/2003 2070001 4091 O O
il kK D |p2so1/2003 2070001 4091 O O
1o K D |Bzio1/2003 2070001 4091 O O
11 K D |Bzio1/2003 2070001 4091 O O
12 K D |Bz/01/2003 2070081 4091 i O
13 K D |@2:01/2003 2O07OE01 4091 O O
14 K D |@2s/01/2003 2070001 4091 | L_::g
15 kK D |p2so1/2003 2070001 4091 O O
16 K D |Bzio1/2003 2070001 4091 1 O
17 K D |Bzio1/2003 2070001 4091 O O
18 K D p2:01/2003 2O7EE01 4091 ] [@
149 K D p2:01/2003 2O7EE01 4091 ] [E‘

L] L[]
[tem

Press the [Enter] key or click the green check mark @ to continue.
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Screen 4: Create Purchase Order: Account Assignment for Item XXXXX

Field Description/Usage

GR Leave default

GR non-val Leave default

Distribution Leave default

Partial invoice Leave default

Quantity/percent Leave Blank

Cost ctr Enter the cost center to which the PO item costs should be
expensed.

G/L account Enter the g/l account to which the PO item costs should be

coded. Remember if you are procuring an item you want to
be “USA’d” you must use the “S” as account assignment
category and encode the item to the original expense account
(e.g. 701000, 686000, 703000, etc.) Do NOT enter USA
Offset account number in this field — you will receive an
ERROR!

D To delete an account assignment line item, flag the
corresponding deletion indicator. Press [Enter] to actually
delete the line item.

A Flag this indicator to display further information on an account
assignment.

4
To go to the next item click — Do Not Hit Enter

Furchase order Edit Header Hlem Environment System Help

(] o @ &e&aE e e smTmam EE @
Create Purchase Order - Accoulnt Assigrment for iterry 0000 ¥

2 »

Iterm 1 AccthassCat K Cigantity 12 CAS
SR Company code 1094 Dristributian
| SR non-wal IR FPartial invoice

Acct. assgts

Mo Quantitwfpercent Cost ctr GIL acct (] £

1 3939 15100a = 1
2 LI
3 ) [ L3
4 L]
5 [
G [ |
v [
g [ -
9 LT

10 1

11 11

12 1]

13 1|

14 11

15 1

16 1|1

17 1]

19 1

19 11

20 1|

L1l ]l I
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Q2
To review the entries go to <=

To save, click the icon

OR
&

To add additional information like delivery address or freight before saving click - ="
to return to the previous screen.

Now select the PO item by clicking once on the line itself to add further details.
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z ADDING DELIVERY ADDRESS

To add a delivery address to the PO line item, first select the line item. Next, you may use

the Menu Bar path: Item > More functions > Delivery address or click this icon

Screen 1: Delivery address for item XXXXX

Field Description/Usage

Address (Truck Icon) | The delivery address will default from the site’s master record. If
an alternative address is needed for delivery you may type this in
manually or use the drop down menu.
Otherwise, leave blank.
If the delivery address will be used regularly, contact the system
administrator to request that the delivery address be created in the
system and accessed through the pull down menu at the top of
the screen.

Vendor Leave this field blank.

Name

Title Enter the title of contact person if appropriate.

Name Enter the name of contact person. This field must always be

filled.

Search terms

Search term 1/2 Leave this field blank.

Street Address

House no. Leave this field blank.

street Enter the street address, including the building number and suite
number.

City Enter the city.

State Enter the state code in this field.

Zip code Enter the ZIP code of the delivery address.

Country The country always defaults to US

Time zone The system default value can be accepted.

Jurisdict. code

Leave this field blank as MWR and VQ do not charge or pay
sales taxes.

PO Box Address

PO Box Leave these fields blank.

Zip Code

Company Zip code

Communication

Telephone Enter the telephone number of contact person for the delivery.
Fax Enter the fax number of contact person for the delivery.
Email Enter the email address of the contact person for delivery

Procurement

35




Financial and Controlling

Standard comm. type | Enter the most common type of communication for contact

person.
Data line Leave this field blank.
Telebox Leave this field blank.

Delivery Address for ltern 00001

Site 4891 Address |

Staor. loc.

Yendar

[N

Marne
Title

NS MEWPORT

Mame MEWFORT OFFICERS CLUB

Search terms
Search term 152

Street address

Cite'StatelZIP Code MEWPORT
Country s LISA
Time zone EST

House noJstreet 495 PERRY STREET

Jurisdict. code

Rhode Island

PO box address
P Box

Z|FP Code
Campany ZIP Code

[

Communication

Language English
Telephaone 461y 241 -4821
Fax

E-rmail

Standard romm hine

o [[] Adopt | £ Reset  Repeat address on

b Other communicatian...

=

Repeat address off || 3§

of ok

o

Use this delivery address for all subsequent PO line items, press the [Repeat address on]

icon. Press the \Ml icon to record the delivery address.
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z ADDING FREIGHT

Freight may be added to an individual line item or it may be added to the entire
purchase order so the freight is allocated evenly among all line items.

Planned Freight to the Entire Header of the PO Document:

Conditions

Edit Goto

Systern  Help

2l H I  SRE Onosa BE @ m

Purchase Order Create: Header - Conditions

Itarm [t}
et 313.50 USD
CnTy|Mame Rate curr. |per  |U.. |Condition value Curr. |Condition value cdC...
PEXX |Gross Price 313.50 [USD g.o0 [=]
SLBTOTAL 313.50 [USD 0.00 I;|
TOTAL 313.50 [UsSD g.00
FRB1 5.00
Condition type
CTyp| Name
ERE1 | FREIGHT
ZZ01|5ET-UP FEE
v B & %
[+]
|| [~]
[l [ L] [v]
GBI s consiionrec| (1 #dvale [ _Update |

To add freight to the entire header of the document, meaning for the freight to be
distributed among the ent 3 click on the then click ¢ g5 | conditions

Screen: Purchase orvder Create: Header- Conditions

Field Description/Usage

CnTy To enter a planned freight amount only, enter condition type
FRB1. An additional condition type is available-ZZ01. This
condition should be used for set-up charges or fees.

Rate Enter the freight amount as a single dollar amount.

Curr. USD as default or leave blank

per Leave this field blank.

UoM Leave this field blank.
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After entering all of the freight information click the “Activate” button,

1 Activate

This will calculate the freight with the subtotal of PO items for a new total.

Edit

Conditions

Soto Systern Help

afd H I €COQ@ I SHE A0 O8 | EE @

Purchase Order Create: Header - Conditions

[term 1]
Met 18000 |USD
rCnTnyame Rate curr, (per (UL [Condition value Curr, |Condit
PEXX|Gross Price 150,00 (USD
SLIETOTAL 150,00 |USD
FRE1 |FREIGHT 6.00 [USD G.00 |USD
TOTAL 156,00 (USD

Then green arrow back,

Planned Freight Charges to the Individual PO Line Item:

To add planned freight charges to the PO line item, select the item and click on the item
conditions icon 2 |

Y,
/ NOTE: Freight added to a PO line item will be expensed to that line item’s G/L

account number.

Screen: Purchase order create: Item conditions

Field Description/Usage

CnTy To enter a planned freight amount only, enter condition type
FRB1. An additional condition type is available-ZZ01 This
condition should be used for set-up charges or fees.

Rate Leave this field blank

Curr. USD as default

Per Leave this field blank.

UoM Leave this field blank.

Condition value

Enter the freight amount as a single dollar amount.
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After putting a value in the condition value field press [ENTER] or click the @ . This
will calculate the freight and the subtotal of the line item.

Conditions  Edit Goto  System Help

& A EHICEQ 2 FEE AL IEER @

Purchase Order Create; item - Conditions

Itern 1
Gty 108 CAS het 15008 USD
_CnTerame Rate Curr, |per UL |Condition value Curr, Mum... |QUn [CCon...[Un
PEXX Gross Price 15.008 [USD 1|CAS 150,80 |USD 1|CAS 1G4S
SUBTOTAL 1500 (USD 1|CAS 150 .80 |USD 1{CAS 1[CAS
FRB1 FREIGHT B.08 USD §.00 LsD ] i
TOTAL 15608 (USD 1|CAS 156,00 |USD 1{CAS 1[CAS
=)

Click E to return to the previous screen.

JH e@Ee CHE I SDLO BHE @M

Purchase Order Create: item - Conditions

Item 1
Qty 10 CAS Met 156. 80 USD
CnTy|Mame Rate Curr. |per  |U... |Condition value Curr. |Mum... |[OUn |CCon...|Un |Condition value
PEXX|Gross Price 15,08 |USD 1[CAS 156,00 |USD 1CAS 1[CAS El
SUBTOTAL 16,88 |USD 1[CAS 156,00 USD 1CAS 1CAS El
TOTAL 16,08 |USD 1{CAs 156,00 [USD 1CAS 1CAS

Condition type

CTyp| Name

[BRE1| FREIGHT

FBOO| Grogs Price
PEXX|Gross Price
Z201| SET-UP FEE

¥ F & B %

E1j]

0 [ — L]
@I‘&’g’ Condition rec. | Analysis
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z ADDING DETAIL OR TEXT
Detail can be added to a PO line item or to the PO header.

To add detailed long text for a PO line item, select the line item by clicking on it, then
click

27
Screen: Create Purchase order: Texts for Item XXXXX
Field Description/Usage
Item text Use this text type to describe the item being procured in

unlimited detail. This is useful when the short text of the PO
line item is not descriptive or long enough to fully identify the
item. This text will print on the purchase order.

Delivery text Use this text type to describe the delivery instructions for the
item being procured in unlimited detail. This is useful when the
delivery requires special instructions that the vendor must know
about. This text will print on the purchase order.

Quote details Use this text type to record any information about the quote(s)
received for this particular item being procured. This text will
NOT print on the purchase order, but will be available to user
on-line.
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Furchase order Edit Header ltern  Enwironment Systerm  Help

& B dEHCaEe 2 EER 0400 EHE @

Create Purchase Order - Texis for item 00001
[ Longtext TH

[term 1 [tem categary Acctassig.cat. K
Aricle Mdse category 207081 Site 1095
Short text ROOT BEER Stor. location
[term texis

TstType Text More text Status
[term text

ROOT BEER FOR OFFICE F'ARTYI

[] Delivery text

[] quate details (Does Mot Print

To record unlimited long text simply press the Long Text [&f Lonatext  push-button. A
screen will appear where the text can be recorded in a fashion similar to a word

processor.

Text Edit Goto Format  Insert  System Help

& 2 H QA8 CHE OO OO BE @m

Change ltem text: 000071 Language EN
Q| ¥ OB | 6 Fomats @ Characteromats | B Z S B | o Y

Parag. formats * Paragraph, left-alioned Bl Char.farmats E

ROOT BEER FOR OFFICE PARTY. THIS SHOULD BE ENOUGH. =
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To return to the previous screen when you are finished recording the long text, simply

click E to return to the PO line item overview screen.

Review the information entered.

The purchase order can now be saved by clicking

The system will return a message: “Document no. 4XXXXXXXXX created”
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z Change Purchase Order

Menu path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS > PURCHASE ORDER > CHANGE

Transaction Code: ME22

The following fields are the only one’s that may be changed. All grayed out areas CAN

NOT be modified.

Field

Description/Usage

Purchase order

Enter the number of the purchase order to be changed.

Press the [Enter] key or click the green check mark @ to continue.

Screen: Change Purchase Order: Item overview

Field Description/Usage
A (Account Change the account assignment category if required. Note that
Assignment the account assignment details will also need to be changed. This
Category) field CANNOT be changed after goods receipt or invoice receipt.
Short text Change the required Short Text description. This field can
always be changed, even after goods receipt or invoice receipt.
PO quantity Change the quantity of items ordered, if required. The quantity
can be changed after goods receipt but the system issues a
warning if the Delivery Complete indicator was set during a
previous goods receipt. This indicator is set to inform the use that
further deliveries are not expected.
OUn Change the order unit of measure (e.g. from CAS to EA). This
field cannot be changed after goods receipt or invoice receipt.
Net price Change the order price per unit, if required.
Deliv. date Change the date of delivery, if required.
Mdse cat Change the merchandise category, if required
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8| 17| 38| =] | G | By

Furchase order Edit Header ltem Erwironment  Systerm  Help

@ B dECa® EEE DDOLSBE @
Change Purchase Order : ltem Overview

EEREEODTE 6 A0 B S i E B Actassts. a5 f & @

Purchase order 4500005905 Order fype NB PO date 01/15/2003

Wendor 4000000294 OTIS SPUNKMEYER INC Currency UsD

PO items

| fitem |1 [a [aricle Short text PO guantity 0../C |Deliv. date |Met price Per |0.[mdsecat |site [0 R [inforf]
| 1 K SLIGAR COOKIES 12CASD 2012003 16,501 CAS[zO07OOO1 4091 E
| 2 K CHOC CHIP COOKIES 18CASD  B2/01/2003 12.50[1 CAS[2070EET 4091 [~]
| 3 K D |p2/01/2003 2070001 4091 O EI

To change further PO item details select the line item and use Item > Details

Furchase aorder Edit Header [tern Environment Systemn  Help

& 2B @ CHE Dan AE @m
Change Purchase Order : item 00002
P O 2 E E NN E (B scassots. | go

[tem 45000069605 - 2 [tem cat. AccthssCat K
Article Mdse cat 207001 Site 4091
Short text CHOC CHIP COOKIES

Quantity and price

Order quarntity 15 CAS Infollpdate

et arder price 12.50 uso o1 CAS

2ty conversion 1 CAS == 1 ZAS Frint price

Deadline monitaring
Delivery date Doz/es2oa3 [] Ackn. regd

Stat. del. date B2/01/2003

POS [nw Mo

ERAR control
Linderdel. tal. % GR
Owerdeliv. tal. % ] Unlimited [] Del.compl [] GR non-val
[ ] Final irm. IR
GR-hasedly

Some of the fields that can be changed are the short text, order quantity, net price
etc.After all the changes are made hit the save icon.

44 Procurement




Financial and Controlling

To change the delivery address of a PO line item select the line item by clicking on it and
then use the Menu Bar path: Item > More functions > Delivery address or click the

truck icon on the tool bar.

Screen 1: Delivery address for item XXXXX

Field Description/Usage

Address If the appropriate delivery address already exists in the system,
change the address code in this field. The search help pull-down can
be used to search for delivery addresses.
Where a delivery address does not exist, leave this field blank and
change the address information in the appropriate field described
below. If the delivery address will be used regularly, contact the
system administrator to request that the delivery address be created in
the system.

Vendor Leave this field blank.

Name

Title Change the title of contact person, if required.

Name Change the name of contact person, if required. This field must

always be filled.

Search terms

Search term 1/2

Leave blank.

Street Address

House no. Leave this field blank.

street Change the street address, including the building number and suite
number, if required.

City Change the city, if required.

State Enter the state code in this field.

Zip code Change the ZIP code of the delivery address, if required.

Country The country always defaults to US

Time zone The system default value can be accepted.

Jurisdict. code

Leave this field blank as MWR and VQ do not charge or pay sales
taxes.

PO Box Address

PO Box

Zip Code
Company zip
code

Leave these fields blank.

Communication

Telephone

Change the telephone number of contact person for the delivery.

Fax

Change the fax number of contact person for the delivery.

Email

Change the email address of the contact person for delivery

Standard comm.

type

Change the most common type of communication for contact person.
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Data line Leave Blank
Telebox Leave Blank

4091 - [a
Ssorloe. |

Vendor

Mame
Title

Name NEWFORT OFFICERS CLUB
NS NEWPORT &)

Search terms
Search term 152

Street address
House noJSstrest 495 PERRY STREET
City'State/ZIP Code MEWFORT

Coumntry s LIS,
Tirmne zone EST

RI 02841
Rhode Island

Jurisdict. code E

PO box address
PO Box

ZIP Code
Company ZIP Code

Communication

Language Englizh ] Other communication...
Telephone (401) 841-482 -

Fax -

E-mail

Standard romim hhe =

|ﬁ Adopt Ht@ Reszet || Repeat address an ”Repeataddress nﬁ|@

Press the Ml icon to record the delivery address.

Click E to return to the PO line item overview screen.

46 Procurement




Financial and Controlling

z CHANGING PLANNED FREIGHT

y
/ NOTE: Freight added to a PO cannot be deleted after a PO has been processed with
a goods receipt. To make changes to an existing purchase order that has not been
processed see “adding freight” documentation and follow those steps, but in change
mode.

z CHANGING TEXT

To change PO line item detailed texts, select the item and use the icon  [Zp

Screen: Change Purchase order: Texts for item XXXXX

Field Description/Usage

Item text Change text type to describe the item being procured in
unlimited detail.

Delivery text Change this text type to describe the delivery instructions.

Quote details Change this text type to record any information about the
quote(s).

Purchase arder Edit Header [tem Enwironment Swstem  Help

& B dH I CE® 2 EE aDa8 FHE @ o

Change Purchase Order : Texts for ltem 00002
[ZF Longtest T P

[tern 2 Iterm category Acctassio.cat K
Aricle Md=se category 207ERE1 Site 4091
Short text CHOC CHIP COOKIES Stor. location
[tem texts

THType Text More text Status
[ tterm text

SUPER SIZE CASE

[] Delivery text [

[] Guote details (Does Mot Print)
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A screen will appear where the text previously entered can be changed or new text
recorded in a fashion similar to a word processor. To return to the previous screen when

you are finished changing the long text, simply Click E

Click E to return to the PO line item overview screen.

To save the changes made to the purchase order, Click on the Save icon

Celete items

Cautionl
The selected items will be
deleted.

@ FPerfarm function?

e j i | #  Cancel

ZDelete a PO line item

To delete a PO line item, select the item by clicking on it, then use Edit > Delete line (or
you can click on the trashcan-ﬂ . You will receive a warning message like this one.

Click Yes if you wish to delete the line item. The line item will be flagged for deletion
and will appear in a display-only gray color with a trashcan [ next to it.

z Add a PO line item

To add a new PO line item, just enter a new item the same way as when creating a new
purchase order.
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z Display Purchase Orders (For Inventory, Supplies, Services, Prepaid
Tickets, Consignment and other “Stock” Inventory)

Menu Path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS > PURCHASE ORDER > DISPLAY

Transaction Code: ME23

Screen 1: Display Purchase Order: Initial Screen

Field Description/Usage
Purchase order Enter the number of the purchase order to be displayed.
Press @ to continue.

The purchase order line item overview screen is displayed. The purchase order screens
can be navigated as when changing the purchase order.

z Close Purchase Order Line Items

To close a purchase order line item manually after goods receipt and/or invoice payment
has been processed. It may be done either at the point of Goods Receipt entry (See
posting Goods Receipts), or at the Purchase Order.

Menu Path: LOGISTICS-> RETAILING = PURCHASING - PURCHASE
ORDERS - PURCHASE ORDER - CHANGE

Transaction Code: ME22

Enter the purchase order number. Click on G or press enter until the item overview
screen appears. Double click in the short text field for the line item that needs to be
closed. The following screen will pop-up.
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Edit Header [tem Environment

& B0 @@aE@ 2R SO BEE @
Change Purchase Order : item 00001
P T 2 EE R D E B Act assats. | 8

Iterm 4B000A5905 1 Itern cat. AcctAssCat K
Article Mdse cat 2070001 Site 4091
Short text SUGAR COOKIES

Guantity and price

Order quantity 12 CAS Infolpdate

Met arder price 10.50 usp 1 CAs

Qty. conversian 1 cAS == 1 CAS Print price

Deadline manitaring
Drelivery date 0opZso1/i2003 [] Ackn. regd
Stat. del. date ot izoe3

POS Inv Mo

GRIAR control

Underdel. tol. % GR

Oyerdeliv. tal. % ] Unlimited GR nan-val
IR
GR-basedlv

Check this box to close line
item

|
Click on the Save icon to save the Purchase Order changes

z Delete Purchase Order

Purchase order line items can be deleted before or after the order has been approved.
Deleting all line items of a purchase in effect cancels the whole purchase order. The
actual purchase order is NOT DELETED from the system (for audit trail purposes), but
instead all line items are cancelled and the purchase order cannot be received against the
invoice.

Line items cannot be deleted where goods have been receipted. A deleted line item
will remove the commitment against the relevant G/L account and cost center.

Menu Path:  Logistics > Retailing > Purchasing > Purchase Order > Purchase
Order > Change

Transaction Code: ME22
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@

Enter the purchase order number. Click on or press enters until the item overview

screen appears.
Click on the [Select All] push-button to select all line item/s to be deleted, or select

the single line item if only one item is to be deleted then; Click a

Click on $ to confirm

The deleted line item/s will grey out with an “ = appearing to the far right of the line

item. This means the line has been deleted.

Click on = , the Save icon, to save the Purchase Order changes.

Procurement 51




Financial and Controlling

z CREATE PURCHASE ORDER - BLANKET PURCHASE AGREEMENT

The initial process to create a BPA mirrors that of a ‘regular PO’. The BPA will be
primarily created so that a “contract document” outlining the terms of procurement can
be sent to the vendor.

The BPA is not part of the three way match process. In other words there is no Goods
Receipt or Invoice Verification for BPAs. The goods receipt is a manual process done
outside of SAP. The invoice that is entered in SAP is done using the direct invoice
method, F-43. However, by encoding the BPA's into the system, a complete audit trail is
available and reports can be generated for use by management.

Menu path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS > PURCHASE ORDER > CREATE > VENDOR KNOWN

Transaction Code: ME21

Screen 1: Create Purchase Order.: Initial Screen

Field Description/Usage

Vendor Enter the vendor account number for which the purchase order
will be issued. Note that if the vendor has never been used
before, a vendor master record must be created. MWR HQ will
create vendor master records on a request basis for all
bases/funds.

Order type Enter order type FO for Restricted Use Blanket Purchase Orders

Purchase order date | Enter the date for the purchase order.

Purchase order Leave this field blank. System will assign a purchase order
number automatically.

Organizational data

Purch. organization | Always use purchasing organization 2000, the only valid MWR
and VQ Purchasing Organization.

Purchasing group Enter the appropriate purchasing group

Default data for items

Item category Enter “B” for BPA

Acct assignment cat. | Enter “B” for BPA

Delivery date You can leave this field blank

Site Enter the site code for which the items are being procured
Store location Leave the default of “0001”

Merchandise Enter the appropriate merchandise category for the items being
category procured:

2050001 TEXT RENTALS
2070001 TEXT SUPPLIES/SERVICES

Acknowledgement Check this indicator if each purchase order item is to be
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| reqd | acknowledged by the vendor.
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Furchaze order Edit Header [termn Environment System  Help

& aldH @@ SHE DO IRE @
Create Purchase Order ! Initial Screen

A {3 [ [ Reftocontract [] Referenceto RFQ

Yendar 4000811921
Order type Fo
Furchase order date 1423402003

Furchase arder

Organizational data

Purch. organization 2000
Furchasing group 2608

Default data for items

[temn category B

Acct assignment cat. B

Celivery date [

Site 7ol

Storane location HEE

Merchandise category 2070aa1

{1 Acknowledgment regd | s

Press the [Enter] key or click the green checkmark @ to continue.

Screen 2: Create Purchase Order: Header Data

Field Description/Usage

Administrative fields

Validity start Enter the Effective date (start date) of your BPA
Validity end Enter the Expiration date of the BPA
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Terms of delivery
and payment

Payment terms

This field comes in automatically from the vendor master
record. However, it may be changed should there be an
exception to the purchase order being created.

Paymentin %

Enter special payment terms given to a particular purchase
order.

Paymentin %

Enter special payment terms given to a particular purchase
order.

Payment in / Days Enter the days that the net amount needs to be paid in under a
net special set of payment terms.
Incoterms This field represents shipping terms. Shipping terms

normally used “free on board - destination”(FBD) or “free
on board-shipping point” (FBS) . The second field should
be used to define the BASE location of the delivery
destination (i.e. Naval Station XYZ)

Reference data

Quotation date

Enter the date the quotation was given if applicable.

Quotation

Enter the number of the quotation if applicable.

GSA/AFNAFPO no.

This field is used for AFNAFPO contract number or GSA
contract number.

For AFNAFPO enter all of the alphanumeric digits following
the “F”, excluding the dashes. The PO will automatically print
the “F”. Ex: if AFNAFPO is F41999-98-D-6012, you would
enter 4199998D6012 (all digits except the “F” and the
dashes)

For GSA enter all digits excluding the dashes. Ex: if GSA is
GS-35F-0001G, you would enter GS35F0001G (all digits
except the dashes)

PIIN

Enter the 16 digit PIIN number including dashes.
Ex: HDQMWR-02-M-0001

Requisitioner

Enter your own name or the name of the Requisitioning
Officer (Activity Manager). This is a local business office
decision.

Telephone

Enter telephone number of Requis. Officer. The number
should be in the following format ALWAYS (901) 685-9696.
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Limit Edit Goio Systern  Help

& Bl H I CEQ BEE D008 EE @M
Value Limit for ltem 00001 Maintain

ShodTst  FOOD AND BEVERAGE ITEMS

Overall limit 25,800 USD [ ] Malimit
Expected value 10, 0@
"Actual" value oo

Press the [Enter] key or click the green checkmark @ to continue.

Screen 3: Create Purchase Order: Value Limit for Item XXXXX Maintain

Field Description/Usage

Short Txt Enter the text you wish to print out on the BPA/Short
Description of goods/services that will be ordered against the
contract. You MUST put some text in this field — DO NOT
LEAVE BLANK!

Overall limit If there is an overall limit (cap or maximum) on the BPA.
This field can be modified at any time. This field is required.
Remember that these fields are only “memo” fields — there is
no link between actual purchases/calls and this BPA

document!

No limit Check this box if there is no “cap” or limit to orders against
this BPA.

Expected value This is the expected or “target” value of the order. This is a

required field. Remember that these fields are only “memo”
fields — there is no link between actual purchases/calls and
this BPA document!

“Actual” value Leave blank — will default “Grayed” out.
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Purchase order Edit Header [tem

Create Purchase Order : Header Data
AL 2 i D@

Furchase order Company code 1015 Furchasing group 260
Document type FO Furch. organization 2000
Wendaor 4000811921 FIWE STAR DISTRIBUTORS

Administrative fields

PO date 01/23/2003
Language key EN ] Complete deliy.
Walidity start 01e103 Walidity end g1e1e4

Reas. for canc.

Terms of delivery and payment

Fayment terms WATE CuUrrency UsD
Fayment in Days %

Payrnent in Days % Incotermns
Fayment in Days net

Reference data
GEAAFMAFPO no. . Pl MAFMPT-02-M-0001
Requisitioner TJOMES Telephane (847 ?5?}6500

If you need to include a longer description of the goods/services to be ordered, list of
authorized BPA callers, receiving agents, or additional information on the body of the

BPA (that will print on the contract), press E You will now see the body of the

document. To enter long text, select the hat icon, . This is the “header” portion of the
contract.

. Fl . . .
Then select the long text icon, ~ . Again click on the long text icon

On the following screen you can type as much as or as little information on the
document. This WILL print out on the form!
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Text Edit Goto Format Insert Systern Help

200 H e BHE DD O0 EE @6
Change Header text: Language EN
¢l | ¥ E R | & Formats 2D Character forrmats | Er A" | Bl &% [

Parag formatz * Paragraph, left-aligned Bl Char farmats B

AUTHORTZED CALIERG:
SUZAN SMITH

JOHN CATH

FRANE STEP

DELTIVERIES ACCEPTED OWLY BETWEEN % AM AND 10 AM=

After you finish entering the long text press - — .

]
Click “Save” .

The completed contract should be signed by the appropriate warrant authority and sent to
the vendor for review/signature.

i
/ NOTE: Please note, there is NO link in AIMS/SAP between the actual order placed
against this BPA, no tracking of BPA Call Numbers, etc. Navy Procurement policies still
require BPA call numbers to be tracked using some locally developed method. At this
time, AIMS cannot satisfy this requirement through the Procurement module.
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z Create Asset Purchase Order

It is suggested that the “Create Asset” function be performed by the
Procurement Office/Business Office. Please contact your local Procurement Office
for guidance.

Warning: This transaction should only be used for creating NAF asset purchase orders.
If you are procuring an asset that is to be funded under the Utilization, Support and
Accountability Practice (USA'd), DO NOT follow these procedures. To create an
USA item purchase order, see section on Create USA Purchase Orders.

Menu path: LOGISTICS = RETAILING = PURCHASING = PURCHASE
ORDER = PURCHASE ORDER= CREATE = VENDOR KNOWN

Transaction code: ME21

Screen 1: Create Purchase Order: Initial Screen

Field Description/Usage

Vendor Enter the vendor account number for which the purchase
order will be issued. Note that if the vendor has never
been used before, a vendor master record must have
already been created. MWR HQ will create vendor master
records on a request basis

Order type Enter order type NB for Purchase Orders under $25K, or
enter order type NA for Purchase Orders over $25K
Purchase order date | Enter the date for the purchase order.

Purchase order Leave this field blank. System will assign a purchase
order number automatically.

Organizational data
Purch. organization | Always use purchasing organization 2000, which is the
only valid MWR and VQ Purchasing Organization.

Purchasing group Enter the appropriate purchasing group

Default data for items

Item category Leave blank

Acct. assignment cat. | A — Asset

Delivery date Enter the Desired Delivery Date.

Site Enter the site code for which the requisitioned items are
being procured.

Storage location Leave default numbering

Merchandise 4161001 — PREPAID NC FF&E
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categories 4165000 — PRPD MINR PROPER
4171000 — VEHICLES

4171999 — AIRCRAFT & EQUIP
4172000 - MWR CF VEHICLES
4173000 — FF&E

4173100 - FF&E WHOLE ROOM
4174000 — MWR CF FF&E
4175000 — BUILDINGS & FAC
4176000 — MWR CF BUILDINGS
4177000 — BLDG & FAC IMPRV
4178000 — MWR CF BLDG IMPRV
4179000 — CIP

4179001 — FF&E IN PROGRESS
Acknowledgement Check this indicator if each purchase order item is to be
reqd. acknowledged by the vendor.

Purchase order Edit Header ltern Enwironment Systerm Help

& afd HICE@ SHE 008 I RE @
Create Purchase Order : Initiali Screen

2 43 [ [ Reftocontract [ Reference to RFQ

Yendaor 40001 2029
Order type A
Furchase order date Q142402003

Furchase order

Crganizational data

Furch. organization 2000
Purchasing group 260

Default data for items

[term category

Acct assignment cat. 1)
Delivery date b o2zena
Site 7oo
Storage location [eeE

Merchandise cateqory 4171000 [a)
[ Acknowledgment regd

v

Account assignment (G/L account) has been determined by the material group chosen,
where the last six digits of the material group coincide with the G/L account.

Press the [Enter] key or click the green checkmark g to continue.
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Screen 2: Create Purchase Order: Header Data

Terms of delivery
and payment

Description/Usage

Payment terms

This field comes in automatically from the vendor master
record. However, it may be changed should there be an
exception to the purchase order being created.

Paymentin %

Enter special payment terms given to a particular purchase
order.

Paymentin %

Enter special payment terms given to a particular purchase
order.

Payment in / Days Enter the days that the net amount needs to be paid in under
net a special set of payment terms.
Incoterms This field represents shipping terms. Shipping terms

normally used “free on board - destination”(FBD) or
“free on board-shipping point” (FBS) . The second field
should be used to define the BASE location of the
delivery destination (i.e. Naval Station XYZ)

Reference data

Quotation Date

Enter the date the quotation was given if applicable

Quotation

Enter the number of the quotation if applicable

GSA/AFNAFPO no.

This field is used for AFNAFPO contract number or GSA
contract number.

For AFNAFPO enter all of the alphanumeric digits
following the “F”, excluding the dashes. The PO will
automatically print the “F”. Ex: if AFNAFPO is F41999-98-
D-6012, you would enter 4199998D6012 (all digits except
the “F” and the dashes)

For GSA enter all digits excluding the dashes. Ex: if GSA is
GS-35F-0001G, you would enter GS35F0001G (all digits
except the dashes)

This field is required. If you do not have a
GSA/AFNAFPO number you must enter a period. Do not
enter any other information in this field.

PIIN

Enter the 16 digit PIIN number including dashes.

Ex: HDQMWR-02-M-0001

This field is required. If you do not have a PIIN number
you must enter a period. Do not enter any other
information in this field.

Requis. Officer

Enter your own name or the name of the Requisitioning
Officer (Activity Manager). This is a local business office
decision.

Telephone

Enter your telephone number or that of Requis. Officer. The
number should be in the following format ALWAYS (901)
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| 685-9696.

Press the [Enter] key or click the green checkmark @ to continue.

Screen 3: Create Purchase Order: Item Overview

Field

Description/Usage

Article

Leave blank.

Short text

Enter the appropriate reference short text
description.

Oun

Order Unit (i.e. EA for each)

Delivery Date

If you selected a delivery date in the
document header, the date will carry over
to all line items. If not enter date of
delivery, or system defaults today’s date.

Net price

Enter net ordered price

Per

Value specifying for how many units of the
order price unit the price is valid.

OPUn

Order price unit. Order price units and
Order units are often identical. However,
you may purchase items that are “prices
(for example) by the case, but are
purchased by individual unit. In these
instances, you will be prompted to provide
the system with a conversion of the
individual unit to case. For example, you
may buy wine by the bottle, but it is priced
by the case — you must provide the
conversion amount of bottle to case
(usually 12 bottles to a case).

R (Returns)

Check this box if the item is being returned
to the vendor.

Free

Check this box if the item is of no cost.
For example if a vendor offers a “Buy ten
get one free” special, ten items should be
purchase on one line and the free item
should be on another line and checked as
Free.
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rder Edit Header ltern Environment

@ | 200 QG LUE Dnan B @R

Create Purchase Order : itemn Overview
REEROOEID@AEDBE S HRZDE B Acassts &8 8 &

Furchase order Qrder type NA PO date 0172472003
Yendar 4000812029 PATTEN TRACTOR & EQUIPMENT CO Currency usD
FOitems
tern |1 |A |Adicle Short text PO quantity O |C |Deliv. date  |MNetprice Per 0. |Mdsecat |Site D |R |Free
1 o DUMP TRUCK 1EA [ B272872003 45000 . 00[1 E& (171000  [Foo1 O O E‘
2 A I D D2/23/2003 4171000 (Fom O O E‘
3 A O n2/28/2003 4171000 [Foo I
4 & D D2/28/2003 4171000 (Foom O O
] o D D2/23/2003 4171000 (Foo O O
(5] A D D2/23/2003 4171000 [Foom O O
7 A D D2/23/2003 4171000 [Foom O O
til A D D2/28/2003 4171008 [Foe1 D D
g o D D2/23/2003 4171000 (Foo O O
10 A D D2/23/2003 4171000 [Foom O O
11 A D D2/23/2003 4171000 [Foom I O
12 A D D2/28/2003 4171008 [Foe1 D D
13 o D D2/23/2003 4171000 (Foo O O
14 A D D2/23/2003 4171000 [Foom O O
15 A D D2/23/2003 4171000 [Foom I O
16 A D D2/28/2003 4171008 [Foe1 D D
17 o D D2/23/2003 4171000 (Foo O O
18 A D D2/23/2003 4171000 [Foom O O E‘
_19 A D D2/28/2003 4171008 [Foe1 D D E‘
ain| nD
Item
Press the [Enter] key or click the green checkmark g to continue.
Screen 4: Create Purchase Order: Account Assignment for item XXXXX
Field Description/Usage
GR Leave default
GR non-val Leave default
Distribution Leave default
Partial Invoice Leave default
Quantity/Percent Leave this field blank.
Asset Enter the asset number. The asset shell must be created before

you will have this number.
The asset number, together with the asset sub-number, identifies
a fixed asset in Asset Accounting.

D To delete a particular account assignment line item, flag the
corresponding deletion indicator. Press Enter to actually delete
the line item.

A Flag this indicator to display further information on an account
assignment (e.g., display the G/L account that the asset record
will be assigned to).
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| 000 390 0ee Ll DhoAn HE Q®
Create Purchase Order : Account Assignment for itemn 00001

20

| Buantitgpercent GiL acct Asset &
1 17100809 Ol
Ll

| &

LI

To go to the next item click .
. : &
To review the entries go to .

To save, click the save icon
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z Create Utilization, Support and Accountability Practice (USA)
Purchase Order

This transaction should be used for items that are purchased with NAF funds but are
reimbursed by APF funds.

Menu path: LOGISTICS = RETAILING = PURCHASING = PURCHASE
ORDER = PURCHASE ORDER= CREATE = VENDOR KNOWN

Transaction code: ME21

Screen 1: Create Purchase Order: Initial Screen

Field

Description/Usage

Vendor

Enter the vendor account number for which the purchase
order will be issued. Note that if the vendor has never
been used before, a vendor master record must have
already been created. MWR HQ will create vendor master
records on a request basis

Order type

Enter order type NB for Purchase Orders under $25K, or
enter order type NA for Purchase Orders over $25K

Purchase order date

Enter the date for the purchase order.

Purchase order

Leave this field blank. System will assign a purchase
order number automatically.

Organizational data

Purch. organization

Always use purchasing organization 2000, which is the
only valid MWR and VQ Purchasing Organization.

Purchasing group

Enter the appropriate purchasing group

Default data for items

Item category

Leave blank

Acct. assignment cat.

S- USA Program

Delivery date

Enter the Desired Delivery Date.

Site

Enter the site code for which the requisitioned items are
being procured.

Storage location

Leave default numbering

Merchandise Enter the appropriate merchandise category for the items
categories being procured:
2050001 TEXT RENTALS
2070001 TEXT SUPPLIES/SERVICES
Acknowledgement Check this indicator if each purchase order item is to be
reqd. acknowledged by the vendor.
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Furchasze order Edit Header [|tem Enwironment Systerm  Help

L

7] afa B €aQ I DEHE aTOa8 RE @
Create Purchase Order : Initial Screen

A2 3 [ [ Rreftocontract [ Reference to RFQ

Yendor 4000015208
Order type WE
Furchase order date a1/2472003

Furchase order

Organizational data

Furch. organization 2000
Furchasing group a2

Default data for iterms

[tem categony

Acct assignment cat. g
Delivery date 0 p2zaps
Site 10497
Storage location Qa1

Merchandise category 2070001| @
[ Acknowledgment regd

Press the [Enter] key or click the green checkmark @ to continue.

Screen 2: Create Purchase Order: Header Data

Terms of delivery Description/Usage
and payment
Payment terms This field comes in automatically from the vendor master

record. However, it may be changed should there be an
exception to the purchase order being created.

Paymentin % Enter special payment terms given to a particular purchase
order.

Paymentin % Enter special payment terms given to a particular purchase
order.

Payment in / Days Enter the days that the net amount needs to be paid in under a

net special set of payment terms.

Incoterms This field represents shipping terms.  Shipping terms

normally used “free on board - destination”(FBD) or “free
on board-shipping point” (FBS) . The second field should
be used to define the BASE location of the delivery
destination (i.e. Naval Station XYZ)
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Reference data

Quotation Date

Enter the date the quotation was given if applicable

Quotation

Enter the number of the quotation if applicable

GSA/AFNAFPO no.

This field is used for AFNAFPO contract number or GSA
contract number.

For AFNAFPO enter all of the alphanumeric digits following
the “F”, excluding the dashes. The PO will automatically print
the “F”. Ex: if AFNAFPO is F41999-98-D-6012, you would
enter 4199998D6012 (all digits except the “F” and the
dashes)

For GSA enter all digits excluding the dashes. Ex: if GSA is
GS-35F-0001G, you would enter GS35F0001G (all digits
except the dashes)

This field is required. If you do not have a GSA/AFNAFPO
number you must enter a period. Do not enter any other
information in this field.

PIIN

Enter the 16 digit PIIN number including dashes.
Ex: HDQMWR-02-M-0001

This field is required. If you do not have a PIIN number you
must enter a period. Do not enter any other information in
this field.

Requis. Officer

Enter your own name or the name of the Requisitioning
Officer (Activity Manager). This is a local business office
decision.

Telephone

Enter your telephone number or that of Requis. Officer. The
number should be in the following format ALWAYS (901)
685-9696.
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Furchasze order Edit Header [|tem Enwironment Systerm  Help

& ald B eae SHE OO O8 RE @M

Create Purchase Order : Header Data
L thZ e el G

Purchase arder Company code 1363 Purchasing group 202
Dacument type M B Purch. arganizatian 2000
Yendar 4080015208 CARRERA SPORT

Adrministrative fields
FO date B1/24/2003

Terms of delivery and payment

Fayment terms YEE currency (=]
Payment in 30 Days %

Favment in Days % Incoterms FED
Payment in Diays net

Feference data

Quotation date Ciuotation

GEAAFHAFFD no. . Pl MAFMOR-02-A-0001
Reguisitioner TSMITH Telephone (847 7aT-6500
Suppl. vendar Invoicing party

Press the [Enter] key or click the green checkmark g to continue.

Screen 3: Create Purchase Order: Item Overview

Field Description/Usage

Article Leave blank.

Short text Enter the appropriate reference short text
description.

Oun Order Unit (i.e. EA for each)

Delivery Date If you selected a delivery date in the

document header, the date will carry over
to all line items. If not enter date of
delivery, or system defaults today’s date.

Net price Enter net ordered price

Per Value specifying for how many units of the
order price unit the price is valid.

OPUn Order price unit. Order price units and

Order units are often identical. However,
you may purchase items that are “prices
(for example) by the case, but are
purchased by individual unit. In these
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instances, you will be prompted to provide
the system with a conversion of the
individual unit to case. For example, you
may buy wine by the bottle, but it is priced
by the case — you must provide the
conversion amount of bottle to case
(usually 12 bottles to a case).

R (Returns) Check this box if the item is being returned
to the vendor.
Free Check this box if the item is of no cost.

For example if a vendor offers a “Buy ten
get one free” special, ten items should be
purchase on one line and the free item
should be on another line and checked as
Free.

order  Edit Header Herm  Envitonment
3 H @@ S0 E ahian BE @M
Create Purchase Order : lfemn Overview

BEREDOD@ &S &EDE S Z D B Actassts ga 3 B @

FPurchase order Order type ME PO date a1/24/20083
Yendar 4800015208 CARRERA SPORT currency Ush
FO items
Item |1 |A |Ardicle Shart text PO guantity Q.. |C |Deliv.date |Metprice Per O..|mMdse cat |Site |D R |Free
1 5 [TREADMILL JEM D |p2/28/2003 a50. gaf EL [2BTOOBT 1097 O Ol
2 S D |pzizas2e03 2070881 1097 O O @
3 S D |pz2i2a/2003 2070801 1097 (I | .
4 5 o2 D p2/28/20083 2070001 1097 Of O
5 5 £ D |p2i28/2003 2070087 1097 Of O
i 5 D |p2i2as2003 2070881 1097 Of O
7 S D |pzizas2e03 2070881 1097 O O
il S D |pz2i2a/2003 2070881 1097 1] O
el 5 D |p2i28/2003 2070801 1087 I O
10 5 D p2/28/20083 2070001 1097 Of O
11 5 D |p2i2as2003 2070881 1097 Of O
12 S D |pzizas2e03 2070881 1097 Of O
13 S D |pziZas2e03 2070881 1097 O O
14 S D |pz2i2a/2003 2070881 1097 1] O
15 5 D p2/28/20083 2070001 1097 Of O
16 5 D |p2i28/2003 2070087 1097 Of O
17 5 D |p2i2as2003 2070881 1097 Of O
18 S D |pzizas2e03 2070881 1097 O O |§|
19 5 D p2/28/20083 2070001 1097 O O |Z|
LDl Ll+]
Item

Press the [Enter] key or click the green checkmark @ to continue.

Screen 4: Create Purchase Order: Account Assignment for item XXXXX

Field Description/Usage
GR Leave default
GR non-val Leave default
Distribution Leave default
Partial Invoice Leave default
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Quantity/Percent Leave this field blank.

Cost ctr Enter the cost center to which the PO item costs should be
expensed.

G/L account Enter the g/l account to which the PO item costs should be

coded. Encode the item to the original expense account (e.g.
701000, 686000, 703000, etc.) Do NOT enter USA Offset
account number in this field — you will receive an ERROR!

D To delete a particular account assignment line item, flag the
corresponding deletion indicator. Press Enter to actually delete
the line item.

A Flag this indicator to display further information on an account
assignment (e.g., display the G/L account that the asset record
will be assigned to).

Edit

Furchase order Header
& B H e@ae@ B 0n Hhan BE @6
Create Purchase Order : Account Assignment for ltem 00001

o P

Item  Emwironment  System

Help

[term 1 AccthssCat 5 Guantity 3 EA
GR Zompany code 1353 Distribution
[ ] &R non-val IR Partial invoice

Acct assois

M. |Cuantitypercent Cost ctr GiL acct O |A

1 1141 71000 2] | ]

2 [

To go to the next item click —

o
To review the entries go to “* .

To save, click the icon

IMPORTANT:

If a purchase order was created for an USA item that is an ASSET, an asset shell
MUST be created. See Asset manual for creating an asset.

REMINDER:

For USA items that have been invoiced (MIRO) there must be an end of month
journal done between the USA account and the G/L account.
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z REPORTS

Display Purchase Orders by Vendor

You may find it necessary to run various reports to display purchase orders. Individual
purchase orders can be viewed very easily using the Purchase Order > Display menu
path. However, if it is necessary to examine all purchase orders for a cost center (or
group of cost centers), for a assignment category (for example USA items), or for a
specific purchasing group, use the following menu path:

Menu path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS >PURCHASE ORDER > LIST DISPLAYS > BY VENDOR
Transaction code: ME2L
Field Description/Usage
Vendor Enter vendor number or range of vendor numbers
Purchasing Will default to 2000.
organization
Scope of list Will default to BEST. Do not change.
Selection Only use one of the following:
parameters 1 OPEN PO - Reports open purchase orders

2 NO _INV - Reports Open purchase order with Goods

Receipt, but no invoice
3 NO _GR - Reports open purchase orders that have no Goods
Receipt
but an Invoice

Purchasing Enter purchasing group to create a report for only a specific
Group purchasing group. Leave blank for all purchasing groups.
Document type | Enter a document type (ie. restricted PO > $25K)
Merchandise Enter Merchandise category to create a report that includes a specific
category merchandise category. Leave blank for all merchandise categories.

Any of the selection criteria can be identified in order to create a report for a specific set

of data.

Choose any/all selection criteria to obtain the desired report.

Press the Execute icon L
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The resulting list will include all purchase orders with the criteria selected from the
selection screen. The purchase order can be examined by “double-clicking” on the actual
purchase order number. The Display Purchase Order: Item Overview screen will appear.

You will be able to identify the status of the purchase order based on the quantities
received (still to be delivered) and quantity invoiced (still to be invoiced).

If you wish to view individual GR/IR documents, simply click on one of the line items

List

Edit

Goto

Enwironment

Help

Systemn

JH@eEe ORE BNDLo8 EHE @&

Purchasing Documents per Vendor

& @@ Print preview FO history Changes

Delivery schedule

Services

PO Type Vendor MName S5Gp Order date
Item Article Short text Mdse catoy
I & Site SLoc Order oty. Un Met Price Curr. per Un

4500006910 NB 40A0000561 DIRECT SAFETY COMPANY 202 0142372003
paoo ROOT EEER 2070001

K 1095 10  CAS 15.00 UsD 1 CAS
5ti11 to be delivered 10 CAS 150. 00 USD 100.00 %
51111 to be invoiced 10 CAS 150. 00 USD 100.00 %

4500006357 NB 4000001918 EAGLE MAREETIMNG GRP ING 202 11 M202002

aaaE1 MODEL 24-CEA-10 CONYWEGCTIOW STEAMER 2070001
& 1129 1 E&A 6 678.00 UsD 1 EA
5ti11 to be delivered 1 E& G 678.00 USD 100.00 %
51111 to be invoiced 1 E& G G678.00 USD 100.00 %

4500004320 NB 4000002975 MISSION RIDGE SKI RESORT 202 D6/O5/ 2002

aaaE1 SHIRTS 2070001
5 1018 25 EA 19.99 UsD 1 EA
5ti11 to be delivered 25 EA 499 75 USD 100.00 %
5ti11 to be invoiced 25 EA 499 75 USD 100.00 %

4500006859 NB 4000005875 AIRECO SUPPLY INC 202 1242302002
aaaE1 OD0-p4520 MANITOWOC CUBER 2070001

& 1129 1 E&A 1,623.08 UsD 1 EA
51111 to be delivered 1 E&A 1,623.08 UsD 100.00 %
5ti11 to be invoiced 1 E& 1, 623.08 UsD 100.00 %

poooz SO5F0 MAINTOWOC STORAGE BINM 2070001

& 1129 1 E&A 598 50 USD 1 EA
5ti11 to be delivered 1 E&A 598 50 USD 100 00 %
51111 to be invoiced 1 E&A 598 .50 UsD 100.00 %

4500006364 NB 4000006093 GILL GROUFP INC 202 M MH22002
paoo MODEL #2712 - SLICER, ANGLE-FEED SEMI 2070001

51129 1 E& 3,358.29 UsD 1 EA
5ti11 to be delivered 1 E&A 3,358 .29 USD 100 00 %
51111 to be invoiced 1 E&A 3,388.29 L&D 100.00 %

4500006906 NB 40000061681 GREAT PLAWES MODEL DISTRIE CO 202 01/20/02003
paoo TREADMILL 2070001

A0l
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List Edit Goto “iews Environment Systern Help

& | ld H Qe BEE Hhao8 HE @M
Order History for Purchase Order 4500005444 00008

@ GRIR assignment | Order price unit || Blocked stock

Cat.|Doc. na. Itm |MwT|Pstyg. ot [ty .in 0OUn Yalue in local curr
GR | BRCEOTEETS|QAAS| 10T (10/21/02 T E&A B.oa  UsD
GR | BREEOTER3S |QAAS| 102 160/21/02 T- E&A B.oa- UsD
GR | BREEOTERZ6 |QAAS| 10T (10/21/02 ¥ EA B.oa  UsD
GR | BREEOTEI4Z|0AAT 10T (1022102 1 E&A B.oa  UsD
GR | BREEOTEI4T |QAAS|102(10/22/02 T- EA B.o0Q- UsD
GR | BROOOFTEIAT QARG 102(10/22/02 1- E&A B.oa- UsD
GR | BROOOFEI4S |QAAS| 10T (10/22/02 7 ER B.oa  UsD
GR | BROOOSTR45 | QAAT|10T|11/25/02 1 E& B.oa  UsD
Total goods receipts 3 E& [m.oE Ush
IR-L| 5190050190 | 00QS 18722402 B ER B.oa  UsD
IR-L| 51906050190 | 00QS 18/22/02 4 EN 8008  UsD
IR-L] 5190050190 | 0OQS 18/22/02 3 EA G008 USD
Total dinvoices T EA 140,00 UsSD

(make sure that the cursor is placed on an individual line item). Then select the PO

53] PO hist
HISTORY icon | L2F 0 st

If you wish to review the actual general ledger entry associated with the GR document,
“double-click’ on the line item, then select the ACCOUNTING DOCS... push button

Accounting docs...

List of Docurnents in Accounting

Documents in Accounting

Document category Document n| Ar
Accounting document EQO00E1 38
Spec. purpose ledger 10813907365

" &I Original document. 23 3
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If you wish to review an individual general ledger line item associated with the IR
document, “double-click’ on the line item.

Docurment  Edit  Goto  Seftings  Extras  Environment

(] B H Qe SHE ODhLHH BE @K
Document Overview
G244 M E T EE B @[ chose @ save TF &G B B Taxdata ([

Doc.type © WE ( Goods receipt ) Normal document
Doc. number ROOREOAT 38 Company code 1015 Fiscal year 2003
Doc. date o1/17/2003 Fosting date o1/17/2003 Feriod o4
Doc. currency uso
Itm|(PE| 5| Account hecount short text Cost ctr Order besignment Amount | Text
1(81] [151008 RESALE INWENTORY aray 28.04 [GIANT WANILLA SAMDWICH
2(96] [20101@ GRYIR CLEARING 45000067 4400061 28.04-
3(81] 151000 RESLLE INWENTORY arer 40.58 [SNICKERS
4956 281010 GRYIR CLEARING 45000067 4400002 40 .58-
5(81] [151000 RESALE INWENTORY arey 47.70 [ORED SAMDWICH
6(96] [20101@ GRYIR CLEARING 450000674400003 47.70-
7(81] 151000 RESLLE IWWENTORY arer 44 72 [GHOCO TACO
8(96] [20101@ GRYIR CLEARING 450000674400004 44 72-
a81 151080 RESALE INWENTORY 3TET G8.80 |KLONDIKE WAMILLA
10(96( 2016818 GRYIR CLEARING 45000067 4400005 68.80-
1181 [151668 RESLLE IWWENTORY arar 42 50 [KING COME
12196 2016818 GRYIR CLEARING 450000674400006 42 50-
13|81 151080 RESALE INWENTORY 3TET 85.80 |CLASSICS
14196 281010 GRYIR CLEARING 45000067 4400007 85.80-
I~

z Display Purchase Order by PO Number
Use this process when a list of purchase orders is needed.

Menu path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS > PURCHASE ORDER > LIST DISPLAY > BY PO NUMBER

Transaction code: ME2N
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Purchasing Documents per Document Number

Field Name Description
Purchasing document Document number(s)
Purchasing organization Enter 2000.
Scope of list BEST is default.

Selection parameters

Only use one of the following:

1_OPEN PO - Reports open purchase orders

2 NO INV - Reports open purchase orders with Goods
Receipt, but no invoice

Document type

Type of purchasing document(s)

Purchasing group

Enter Purchasing Group

Site

Enter site number or leave blank for all.

Item category

Leave blank

Account assignment category

Select using the drop down menu

Delivery date Date that the items are scheduled to be delivered
Validity key date Only items that are relevant for this date are shown
Range of coverage to Date that the outline agreement will be fulfilled
Vendor Vendor name

Supplying site Describes site from which material is supplied.
Article Article Number

Merchandise category

Merchandise Category

Document date

Date that the document was originally created

Intern. Article number
(EAN/UPC)

If material number is not known, but EAC or UPC is known

Vendor’s material number

Material number for the vendor

Vendor sub-range

Subdivision of a vendor's total product range according to
various criteria.

Promotion Number identifying a promotion for which procurement is to
take place.

Season Key that identifies season type

Season year Indicates the first season year when the material will be sold

Short text Short description of the material

Vendor name

Name of the vendor
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Select the execute button to generate the list.
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List Edit Goto Environment

@ 2l @@ OHER ODon BE @
Purchasing Documents by Document Number

(& ¢ Print preview PO history Changes Delivery schedule Services

FO Type Mendar Mame S6p Order date
Item A&rticle Short text Mdse catoy
I A& 5ite 5SLoc Order oty . iy Wet Price Curr. ner Un

4R000R4T7F4 WE 4000012004 NAMY PUBLIC WORKS CENTER 260 OFM2i2002
BEGE1T CONTRACT & NG8950-02-C-0039 2070001

A ooz 1 LOT 2, M5.00 USD 1 LOT
5ti11 to be delivered 1 LOT 2 05 00 USD  100.00 %
5ti11 to be invoiced 1 LOT 2 015 60 USD  100.00 %

45000045838 WE 4000011928 GEWUITY SOLUTIONS INC 260 OFMTI2002
BEGET INTERWET ADYANTAGE 9.7 SERWICE, FLEX T1 2870001

K oo 12 MOW 1,601 .60 USD 1 MON
5ti11 to be delivered 12 MOW 19,212,080 USD  100.00 %
S5ti11 to be invoiced 12 MOW 19,212 .00 USD  100.00 %
4500004859 WE 4000004036 GKM IWTERNATIOWAL 260 OFMa/z2002
pEReY EG SMART SEAT FOR BRUNSWICK OMNI 2000 2070001
& FOEn 128 EA& 54 00 USD 1 EA
5ti11 to be delivered 128 EA& 6,912 00 USD 100.00 %
5ti11 to be invoiced 128 EA& 6,912 60 USD 100.00 %
] e SHIFPING 2070001
& TEEO 1 LOT 447 5@ USD 1 LOT
5ti11 to be delivered 1 LOT 447 BO USD  100.00 %
5ti11 to be invoiced 1 LOT 447 50 USD 100,00 %

In the output screen as shown above, the following user actions can be performed to
display further details. Place the cursor on a line item and select an icon to “drill down”
into the report.

Icons Description/Usage
& Displays details of the purchase order
PO history Displays history of the purchase order such as goods receipts documents and
invoice documents.

Changes Displays any changes to the header of the PO

5] Delv. schedul Displays the delivery date, time, scheduled qty, qty delivered, and the creation
' indicator

 arvices Not used by MWR/VQ
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For example, place the cursor on the purchase order number, highlight it by clicking

once, then select ! . The purchase order document overview screen appears.

Display Purchase order: Item Overview

Purchaze order Edit Header [tern Epwironment System  Help

Vi Bl HCa@ CHE BDon HE @ o

Dispiay Purchase Order : item Overview
B EEEDEEDE®E &ED 0B B st | & EE e

Purchase order 45AA006905 Order type NB PO date 61/15¢2003
Vendor 4000000294 OT|S SPUNKMEYER ING Currency UsD

PO items

BRI

=

Itern || Article Short text PO guantity 0. |G |Deliv. date  |Met price Per 0. |Mdsecat |Site |D R (Infon
1 K SLIGAR COOKIES 12CA5D0  Ba/o1/2003 10,501 CAS[zo7oOO1 4091

| 2 K CHOC CHIP COOKIES 15[CASD  B2/B1/2003 12,5001 CAS|2070661 4091

Select a line item to view more detail about that item. Click the & to return to the
purchase order list.

z Display Purchase Orders by Account Assignment
Background Information

Purchase order listings, by merchandise category, enables the purchasing organization
and others to view all purchase orders that have been created for an account assignment
for an individual site or range of sites. Account assignment objects include cost center,
order, or asset.

Menu path: LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS > PURCHASE ORDER > LIST DISPLAYS > BY ACCOUNT
ASSIGNMENT > GENERAL

Transaction Code: ME2K

Field Description/ Usage
Cost center Cost center number used on PO.
WBS element Leave Blank Not used
Order Internal Order Number
Asset Enter asset number or select from pull down menu
Sales document Leave Blank Not used.
Network Leave Blank Not used.
Purchasing organization Enter 2000.
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Scope of list

“BEST” will default. Use default

Selection parameters

Only use one of the following:
1 OPEN PO - Reports open purchase orders
2 NO _INV - Reports open purchase order with Goods
Receipt, but
invoice

3 NO_GR - Reports open purchase orders with no Goods
Receipts

but an Invoice

Document type

Enter purchasing document(s) type.

Purchasing group

Enter Purchasing Group

Site

Enter site.

Item category

Type of purchase order

Acct. assignment category

Account where costs are allocated

Delivery date

Date that the items are scheduled to be delivered

Validity key date

Only items that are relevant for this date are shown

Range of coverage to

Date that the outline agreement will be fulfilled

Vendor

Vendor number

Supplying site

Site supplying materials for stock transport orders

Article

Material master number

Merchandise category

Merchandise Category Number.

Document date

Date that the document was originally created

Intern. article no.
(EAN/UPC)

If material number is not known, but EAC or UPC is
known

Vendor’s article number

Material number for the vendor

Vendor sub-range

Subdivision of a vendor's total product range according to
various criteria.

Promotion Number identifying a promotion for which procurement is
to take place.
Season Key that identifies season type

Season year

Indicates the first season year when the material will be
sold

Short text

Short description of the material

Vendor name

Name of vendor

Select the Execute

icon.
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Purchasing Documents For cost center

g 0 200 eee@ BNR 000 HE QB
Purchasing Documents per Account Assignment
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FPurchasing Documents For cost center

¢ F'rintpreview” PO histary H Changes || Delivery schedule || Serices |

PO Type Vendor Wame SGp Order date
- Item Article  Ghorttext ~ Mdse catgy
- DI ASite Sloc  Order gty. Un  MNet Price Curr. per Un
4500006905 HE 4000000294 OTIS SPUNKHEYER INC 271 162003
peEood SUGLRE COOKIES 207001
K 4091 12 LCAS 10.50 USsD 1 CAS
Cost center 3939
5ti11 to he delivered 12 LCAS 126.00 USD 100,00 %
5ti11 to he invoiced 12 LCAS 126.00 USD 100,00 %
ooz CHOC CHIP COOKIES 2O700E1
K 4091 15 LCAS 12.50 UsD 1 CAE
Cost center 3939
5ti11 to he delivered 15 LCAS 187 .50 USD 100,00 %
5ti11 to he invoiced 15 LCAS 187 .50 USD 100,00 %
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In the screen as shown above, the following user actions can be performed to display
further details. Place the cursor on a line item (such as line item number) and use the
following radio buttons in the menu to display further details of the line item of the
purchase order.

Icons Description/Usage
&1 Displays details of the purchase order

Displays history of the purchase order such as goods receipts documents
| and invoice documents.
PO higtary

Displays any changes to the header of the PO

Changes

Displays the delivery date, time, scheduled qty, qty delivered, and the
creation indicator

Dely. schedule

cevices | INOt used by MWR/VQ

z Purchase Orders with Open Items:

You may find it necessary throughout the fiscal year and especially at the end of the year,
to check the status of all your purchase orders. For example, you may wish to identify all
those purchase orders where the promised delivery date has passed and the ordered goods
have NOT been received. In this case, you may need to re-negotiate the delivery date,
cancel the order with the permission of the requesting official, or void the purchase order
due to an error in processing. For example, the goods receipt/invoice was incorrectly
entered into the system through the “direct invoice” method.

To produce this report/listing of purchase orders where the delivery date has past without
full receipt of goods use the following menu path:
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Menu path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS > PURCHASE ORDER>LIST DISPLAYS > BY PO NUMBER

Transaction Code: ME2N
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This screen allows certain parameters to be set.
1. Leave the field “Purchasing Document” blank
2. The field “Purchasing Organization” will default to “2000”
3. The field “Scope of List” should default to “BEST”

4. Using the drop down arrow for the field “Selection Parameters”, select the
first item on the list, | OPEN PO (AIMS Open POs) as shown below.
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5el _param.|Descr. of selection parameter
il OFEW_PD | AIMS Open POs

2 WO_INY AIMS POs with GR, no invoice
3 _NO_GR LIMS FOs no GR, with inwvaice
L-ERLEDIGT|Closed RFOs

L-0FFEN Open RFds

MWIS Open notification guantities
GROE Rough GR

GUTSCHRIFT| Invoices exist

M-0FFEN Open target guantity
R-ERLEDIGT|No open inwvoices

RECHMNUNG Open invoices

W-0OFFEN Open target value

Wa351 Open issue guantity

Wa352 Issue guantity reversihle
WE1@1 Open goods receipt

WE1@2 Goods receipt exists

WE10Q3 Open goods receipt

WE1@4 GR hlocked stock exists
WE1Q@5 GR hlocked stock exists
WET1QG Goods receipt exists

WE161 Open goods receipt. returns
WE1G2 GR exists: returns

Enter the relevant site in the field labeled “SITE”. You may choose to insert an entry
into the “Purchasing Group” field if you wish to further refine the search. You may use
any of the criteria on this screen and in the dynamic selections to further identify the
purchase orders.

In the field “Delivery Date”, you need to identify the promised delivery date(s) (from the
purchase order) that you wish to view. For example, you may wish to view ALL
purchase orders with delivery dates that were prior to 15 October 2002. The resulting
report will list all purchase orders with delivery dates prior to 15 October 2002 that have
NOT been fully received. In our example, we will put 10/15/2002 in the “Delivery Date”
field. Double click in the delivery date field, select “less than”or “<”.

Select by Initial Walue

Delivery date

Descriptian

Single value

Gireater than ar equal to
Less than aor equal to
Greater than

Less than

Mot equal to

Less Than or <

[«][w]l [ |[«][»]

| @8 Select | Bl E =clude from selection |

w# |[EL Delete line 2
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This will ensure that you will get a listing of all purchase orders with delivery dates “less
than” or prior to 10/15/2002.

| 0 alaBIeee QHE 000 DE QE

Purchasing Documents per Document Number

& 10/15/2002 (&)

"I'Illl'lu

%

Click the Execute icon. ﬂ
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List Edit Goto Environment System Help

& | B0 H Qe SRE BDhoad EE @&
Purchasing Documents by Document Number

& ¢ Print preview PO history Changes Delivery schedule Senices

FO Type Mendor Name SGp Order date
Item Article Short text Mdse catoy
0T & 5ite 5Loc Order oty ] Wet Price Curr. per Un

4500005954 NB 4000014320 WORKRITE ERGOMOMICS ACCESSORIES INC 271 10/10/2002
BEOE1T #2128-22 BANANA BOARD 5¥5. W KEYBOARD 2070601

kK 4090 12 EA 21112 UsD 1 EA
5ti11 to he delivered 12 EA 2,533 44 USD 10000 %
5ti11 to he invoiced 12 EA 2,533 44 USD 10000 %

4R00005982 NB 4000014347 OLDPORT MARIME 271 1041172002
HEART Service for hospital Moorings halls #15- ZETAOE1

K 4093 19 E&A 125 60 USD 1 EA
5ti11 to he delivered 19 E& 2,375 .60 UsDh 10060 %
5ti11 to he invoiced 19 E& 2,375 B0 Ush 10060 %

2[e]alzhed Replace 20',1/2" galvanized chain with  20¥0001

K 4093 15 E&A 10060 USD 1 EA
5ti11 to he delivered 15 E&A 1,600 600 USD 10000 %
5ti11 to he invoiced 15 E&A 1,600 60 USD 10000 %

AEER3 142" galvanized shaclkles for the moorin ZETAMDT

K 4093 o EA 8. 60 UsD 1 EA
5ti11 to he delivered an E& 240 00 USD  100.00 %
5ti11 to he invoiced an EA 240 600 USD  100.00 %

QooEd Replace 30", 1/2" galvanized chain 20TE00m

K 4093 4 EA 15000  USD 1 EA
5ti11 to he delivered 4 EA GO0 O USD  100.00 %
5ti11 to he invoiced 4 EA GO0 O USD  100.00 %

AEARG 142" galwanized shacklea for anchorin 2ETAMAT

K 4093 4 EA 8. 60 UsD 1 EA
5ti11 to he delivered 4 EM J2.08 USD  100.00 %
5ti11 to he invoiced 4 EA a2 .08 UsSD  100.08 %

BEOAG Place {15} single pennants-Braided (Com 2070001

K 4093 15 E&A 167 00 USD 1 EA
5ti11 to he delivered 15 E&A 2,505 60 USD 10000 %
5ti11 to he invoiced 15 E&A 2,505 00 USD 10000 %

The resulting report, as shown above, should be reviewed very carefully. Requesting
officials and/or vendors may need to be contacted to determine the true status of the
order. You will also find it necessary to determine whether items on these purchase
orders were incorrectly received and invoiced through the “DIRECT INVOICE” method.

After determining the status of the purchase orders, some purchase orders may need to be

“deleted/closed”. In the case where NONE of the line items have been received, the
entire purchase order should be “deleted”.
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Z Report Purchase Orders — With Goods Receipt but with No Invoices

Periodically, you will need to review the status of Purchase Orders that have had Goods
Receipts entered into the system, but have had NO INVOICE entered. In some cases,
you will need to follow-up by calling the vendor for the invoice and in other cases, you
will find that the invoice was actually entered through the “direct invoice” method in
error. If this is the case, you must REVERSE the goods receipt in order to reverse the
duplicate expense for the items (remembering that at the time of the Goods Receipt, the
expense is incurred).

To produce this report (listing) of purchase orders where goods have been received but no
invoice has been entered, use the following menu path:

Menu Path:  LOGISTICS > RETAILING > PURCHASING > PURCHASE
ORDERS > PURCHASE ORDER>LIST DISPLAY > BY PO NUMBER

Transaction code: ME2N

gl 2 300 e@e R aton PRIQE

Furchasing Documents per Document Number
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Leave the first field, “Purchasing document” BLANK.
The next field, “Purchasing organization” should default to “2000”.
The next field, “Scope of list” will default to “BEST”.

For the field, “Selection parameters”, using the drop down search arrow, select the
second item on the window listing: 2 NO_INV (AIMS PO’s with GR, No Invoice)

Enter the relevant site number in the “SITE” field. In our example, we have used site
number 1287. You may also select a purchasing group, if you wish to further narrow the
parameters of your search. (You may use ANY of the criteria on this screen and/or in the

Dynamic Selections H to further identify the purchase orders you wish to search for)

@

Click the Execute icon

List Edit Goto Environment S 2m Help

& Bla HI&@@E@ DEE B Hasy ) EE @ DE

Purchasing Docinnents by Docuynent Numnmber

X gE Print preview PO history Changes Delivery schedule Services

FO Type Wendor MName S6p Order date
Item Article Short text Mdse catgy
DI A Site SLoc Order oty. (il Net Price Curr. per Un

A500OR5954 NEBE A00EE1 4320 WORKRITE ERGOMOMICS ACCESSORIES IMC 271 10/10/2002
oo #2128-22 BANANAL BOARD S¥S5. W KEEYEBOARD Z2E7aga

K 4090 12 EA 211 .12 USD 1 EA
5til11 to be deliwvered 12 EA&A 2,533 .44 LS 108 . 08 %
5til11 to be dinwvoiced 12 E&A 2,533 .44 LS 108 . 08 %

4500005982 NE 40080814347 OLDFORT MARIME 271 1081172082
ejajaloy| Service Tor hospital Moorings balls #15- 2Zor7oood

K 4098 19 E&R 125. 00 LS 1 EA&
5til11 to be deliwvered 19 E&R 2, 375.600 LS 108 . 08 %
5til11 to bhe invoiced 19 E& 2,375.00 USD 100,00 %

goopz2 Replace 2ZO' 1/2" galvanized chain with 2070001

K 4098 15 EA& 100.00 USD 1 EA
5til11 to be deliwvered 15 E&A 1,500,080 LS 100 . 00 %
5ti11 to be invoiced 15 E&R 1,500,060 USD 100,00 %

OooE3 142" galvanized shaclkles Tor the moorin ZA700E1

K 4098 30 ER g.00  USD 1 EA
5til11 to be deliwvered 38 ER 240 .00 LS 108 . 08 %
5ti11 to be invoiced 30 ER 240 .00 USD 100,00 %

oooog Replace 30", 1/2" galwvanized chain 2070001

K 4098 4 EnI 15000 LS 1 EA&
5til11 to be deliwvered 4 ENI GOO. oo LS 100 . 08 %
5til11 to be dinwvoiced 4 En OO . oo LS 100 . 08 %

BOOES 142" galwanized shacklea Tor anchorin 2Er7agm

K 4098 4 EnI g.00 LS 1 EA&
5til11 to be deliwvered 4 ENI 32,00 LS 100 . 00 %
5til11 to be dinwvoiced 4 ENI 32.00 LS 108 . 08 %

efalalals; Flace (15) sindle pennants-Braided (Com 2070001

K 4098 15 E&A 167 .00 LS 1 EA&
5ti11 to be deliwvered 15 EA&R 2 505 .00 USD 100,00 %
5til11 to be dinwvoiced 15 E&R 2, 505 .00 LS 100 . 08 %

ASHOORS98E NE A00EE143360 CARDIO THEATER 271 168/11 /2002
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The resulting report should be reviewed VERY closely. By noting the “order date” in the
far right column, you may detect that some items are current and are awaiting invoices
from vendors. Vendors may need to be contacted and reminded to submit an invoice in
cases where the purchase order appears “old”. You must also ensure that the invoice was
not erroneously entered through the “DIRECT INVOICE” method resulting in a doubling
of the expense for that item. If this occurs, be sure to reverse the Goods Receipt (through
the Logistics module), then “close” out that purchase order so no further goods
receipts/invoice can be entered against it.

z USA Report— PO’s With Goods Receipt

It may be necessary to review the status of USA Items that have been procured through
the Procurement module and have been received (using Goods Receipt). The following
report may be used for information only, as per USA Procedures (as directed by MWR
HQ), the USA offset entry and establishment of the receivable cannot be made until the
time of invoice verification (or time of inputting of the invoice!!) You may find this
report useful in an effort to monitor and manage USA purchases or to correct errors prior
to invoice/vendor payment.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL
LEDGER > PERIODIC PROCESSING > INFORMATION SYSTEM > REPORT
SELECTION

Transaction Code: F.97

SELECT: MONTH END REPORT>GOODS RECEIPT USA OFFSET REPORT

Modes Edit Goto Utilities Settings  Systern Help

& Bd H@E@ DEHE Do EE @
Application Tree Report Selection General Ledger
(€57 Setfocus | ¢

GEMERAL LEDGER REFPORTS

—E= Month-end Reports

Executive Summary Report

Executiwve Summary Cash Flow Stmt

S5elf Sutficiency Summary

S5elf Sutficiency USAH Report

uss APF Support Expense Report

uss APF Offset Report

Operating and Financial Standards
8 Balance Sheet/P+L Statement

Summary Operations Statement

Plandfct. - Departmental Operations
Budget Performance Actiwity

Invoice Yerification USA Offset Report
Goods Receipt USA Offset Report

Cost of Goods Sold

Executive Summary 12 Months EE

—r Payroll Programs

— Month-end Processing

—CB General Ledger Reports
B Special Ledger Reports
—a Controlling Reports

—0@ SAP General Ledger Reports
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On the selection screen, simply enter the Company Code (MWR ONLY), and enter “S”
in the Account Assignment Category field. ALWAYS remember to enter the date range
of the month you are working in. For example, if you are reviewing July 2001 USA
purchases, enter the Posting Date (article doc) range of 07/01/01 to 07/31/01. If you
want to search more specifically, you can enter a USA Offset Account (the offset account
that would be used for setting up the receivable entry) specific posting date, cost center,
general ledger account originally entered at time of Purchase Order creation.

29 @

After selecting the appropriate criteria, hit “execute

10 e@e DHG Donn D0 @
Goods receipt information (USA items)
HATTF 2% Q) BCHATEE| HEE O

Goods receipt information (USA items)
CoCd | Year|/At docno  |POnumber  |POitem|AC  |Aricle |Description Site |Costetr | GILacet | USA Offset T |e Amaunt| Gurr.
e 5000085334 (4600000338 | 00001 (S TOOLS AUTO HOBBY| 1087 752000 [101 675.00 |USD
7010008, . 675.00 USD
5000085333[ 4600000338 | uuun1|5 | |SUPPLIES 1097 |u |1m | 24000 [USD
7520008, . 24000 USD
16 D o T 91500 USD
. o .= 91500 USD
1353 sess 91500 USD
TR, see== 91500 USD

This report is easier to read if you display it using the print preview button

List Edit Goto Settings

& | BdH Q@@ CHEB D0OL40 EE @0

Goods receipt infonnation (USA items)
G aF R E2HEAR ECEHT | EEE| B

Goods receipt information (US4 items)

CoCd |¥ear|Art. doc no|PO number (PO item|AC|Article|Description Site|Cost ctr|G/L acct|USA Offset|MeT Amount | Curr .
1353 |2003( 5000085334 [ 4600000339 00001 (S TOOLS AUTO HOBBY |1097(1116 7E1000 | 752600 101 675.00 |USD
B 1353|2003 1116 7a1000 675.00 |USD
1353|2003 5000085333 | 4600000338 0001 (5 SUPPLIES 1097|1116 752000 |A 101 240.00 |USD
B 1353|2003 1116 752008 240,00 |USD
s+ 1353|2003 1116 915,608 |USD
s+ 1353|2003 915,60 |USD
rrrr 353 915.00 |USD
CoCd |Year| Art. doc no|PO number (PO item|AC|Article|Description Site|Cost ctr|G/L acct|USA Offset|MyT Amount | Curr .
el 915.00 |USD
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It is important to note that on the Purchase Order, the Facility Manager or Procurement
staff should enter the appropriate general ledger expense account for the initial
expenditure. Do NOT enter the USA Offset account (752000) on the Purchase Order (if
you do you will receive an error!). The report shown above will “PROPOSE” the offset
account that should be used if the receivable was set up.

As you can see from the example, an error was made by the individual creating the
Purchase Order (they used the USA Offset General Account number). As a result, the
system CANNOT propose the USA Offset account because the error was made. This
error should be resolved as soon as possible. To resolve the error, the goods receipt
should be reversed (see Section 2: Goods Receipt — Transaction Code MB0O1 Movement
Type 102). The Purchase Order should be corrected (entering a GOOD general ledger
account number), then the goods receipt should be redone as well!

List Edit Goto Se

& 110 eae CHB DNND BAE QB

Goods receipt information (USA items)
G AFE 2N ACHT®| EEE WM

Goods receipt information (US4 items)

CoCd |Year|Art. doc no|POD number (PO item|AC|Article|Description S5ite|Cost ctr|G/L acct|USA Offset|MwT Smount| Curr.
1353|2003| 5000085334 | 4600000339 00061 |5 TOOLS AUTO HOBEY|1@897| 1116 7e1000 752000 1681 G75.00 [USD
1353|2003 1116 roloo G75.00 | USD
1353|2003| 5000085333 | 4600000338 00001 |5 SUPPLIES 1097|1116 7hzo00 (@ 1681 240.00 [USD
* 1353|2003 1116 7hze00 240.00 [USD
** 1383 (2003 1116 915.00 [USD
**+ 1353|2003 f 915.08 | USDh
*rrt 1383 / 915.00 [USD
CoCd |¥ear|Art. doc no|PO number (PO item|AC|Article|Description Site|Cost ctr G.n’/ acct|USA Offset|MwT Amount| Curr.
rrEas / 915.00 [USD

The USA Offset General Ledger
Account Number was used instead of
the general expense account.
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z Displaying Archived Images of Purchasing Documents

In version 4.6C, it is now possible to view an image of virtually all correspondence
output from SAP. This includes purchasing document such as purchase orders, delivery
orders, contracts/BPAs and RFQs.

The most practical way to find an archived image of a purchasing document is to
navigate to the relevant purchasing document display overview screen (t-code ME23 for
purchase orders, ME33K for contracts, ME43 for RFQs).

SAP

Z | 2 dH e LHE Dhod R @B
Display Purchase Order : ltem Overview
[EREYS

puchase order \GIOOBSS13 Ortrtpe M osste  01/24/2063

Deliv. date |Nat price Per__|0. Mdsecat |site
) )

D 813172003 2078081 1618

Press the right-side of the Object
Services button to obtain the a
selection list.

ool mon

aow..s @ jgooD
L

- DloMmQom b mwisapl INS 7

Once the document is displayed, press the right-side of the Object Services button to
obtain a selection list.
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The selection list for Object Services is shown below.

@ JH eae CHE Dhoad AR @@
[@E Display Purchase Order : item Overview

B _create : |:Q;g|; b I8 @ B Actassats. B s B @
Aftachment list
Private notes . |
Sand + |ES SUPFL C m
Relanonehips
Workflow

PO quaniity 0..|c |Deiv. date [Metprice 0. |Mdse cat |site |D
2EA D 017312003 30,00 EA 2070001 [1018) || |

i
[]
(=]
Select the Attachment List
option.
[<]
[~]

0 [oar ) o) &4 NS

Subscribe To Object
Help for object senices

i
< LAMPS

s

By choosing the Attachment List option, a pop-up window will appear that contains all
archived images that have been attached to the selected purchasing document. Multiple
attachments indicate that the purchasing document has been changed and re-printed
multiple times.

w|2|B]alFFa) [z 2]eaHEaEE

AttachmntList4500006913
Type |Description |Date ;ITime =|Authur
Purchase ordet 01/29/2003  00:00:00
@3 Purchase urdek 01/28/2003 00:00:00
@@ Purchase order \ 01/24/2003  00:00:00
Double-click on the item to display the
archived image of the purchasing
document.
KD [ (<[]
Ll
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Once the item is selected, SAP will launch the viewer. For archived images the viewer is
generally going to be Adobe Acrobat (via Internet Explorer) since each image is stored as
a Portable Document Format (PDF) file.
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T http:// y :
File Edit ‘\iew Favorites Tools Help

mwr_tn_fs16.persnet.navy.m iI:-i-1?__.iaLl:hive&E!et&oversion =0045&contRep=T1&docId=3E2FFTB2 - Microsoft Internet Explorer

- = @ B o Q9 @@ @ @ | B I
Batk Foriward Stop  Refresh  Home Search Favortes Media  History Mail Print.
Address I@J hittp:ffmwer_tn_fs16, persnet navy.mil: 44 3farchive, di?get &pVersion=00458contRep=T 1 &docld=3E 2FF 782699051 5E 1 0000000402001 Edcompld=data ;]
]B&IE:: ECY Iﬂﬂ-['ﬂ| [ < » o[« #[[efs» -o|DO@EE-]@]
& - @
[ >
MODIFICATION TO NAF ORDER FOR SUPPLIES OR SERVICES PAGE 10F 1 [
(Contractor must submit four copies of invoice)
SEND YOUR cOMPLETED FORM TO THE PROCUREMENT OFFICIAL IDENTIFIED BELOW.
;_ HNUMBER DELIVERY ORDER NO. DATE OF ORDER REQUISITIONPURCH REQUEST NO. VENDOR NUMBER
GS-35F-0001G 4500006913 DGR 20003 | 0112412003 4000000171
ISSUED BY ADMINISTERED BY DELIVERY POINT
MORALE, WELFARE AND RECREATION MWR NSA NORFOLK | DEST
MID-ATLANTIC REGION CENTRAL ACCTNG OFFICE (901) 874.6623
1682 PIERSEY ST BLDG KN ®  omer —
- NORFOLK VA 23511-2815
(See Schedule if ofher)
3 CONTRACTOR ADDRESS DELIVER TO FOB POINT BY (OR SEE BELOW)
1 01/31/2003
v HUGHES SUPPLY INC Pr———
* Yl N
JACKSONVILLE W AND S Net due 30 days
PO BOX 105837 S osEeTo
L INS
ATLANTA GA 30348-5837 "PAYMENT BY" ADDRESS SPECIFIED BELOW
SHIP TO ADDRESS (or see below) PAYMENT WILL BE MADE BY MARK
LITTLE CREEK YOUTH CENTER MORALE, WELFARE AND RECREATION “n:::::: ﬁf:'
NAB LITTLE CREEK MID-ATLANTIC REGION CENTRAL ACCTNG OFFICE CONTRACTAURCH.
BLDG 3086 1682 PIERSEY ST BLDG KN ORDER NUMBER
NORFOLK VA 23521 NORFOLK VA 235112815 ANDIOR DELIVERY
ORDER NUMBER
TYRE | DELIVERY | X | Thes delivery order i msued on ancther agency = wth et 1o terning and conditions of abovemurbened contract
OF
ORDER | PURCHASE Referance your furnish the following an terma spaclad hevein
CONTRACTORNVENDOR ACCEPTANCE
ACCEPTANCE. THE CONTRACTOR HERESY ACCEFTS THE OFFER REFRESENTED BY THE NUMBERED PURCHASE ORDER AS IT MAY PREVIOUSLY HAVE BEEN OR 15 NOW MODIFIED,
SUBJECT TO ALL OF THE TERMS AND CONOIT 1 . AND AGREES TO PERFORM THE SAME. =
(@) 4] 101 b M BAEx1098n O = #ﬂ" i
[T mtemee

[€)pone
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All of the functions of Adobe Acrobat are now available to use, including printing, saving
and emailing. It is recommended that Adobe Acrobat version 5 be installed on the client
computer (although version 4 will also function correctly).
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